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Executive Summary
Bank Alfalah is a private bank in Pakistan incorporate on Jume21.1997, as a public limited company under the companies act 1984. Bank Alfalah started their operation in Bangladesh from 2015 with the winning of Shamil Bank of Bahrain. It is the 5th largest bank in Pakistan. This bank has a strong Human Resource Management Department and it support the organization to acquire the objecting and works with a focus accomplishing the mission & vision of the organization. 
The mail objects of this report is to analysis how HRM activities are practiced in the bank Alfalah and to what content does it similar with my educational program.
This report makes based on primary and secondary date. I have collected primary date by face to face conversation with bank Alfalah personnel and secondary date was collected from the employee handbook of the organization and the website. This report mainly focused on how HRM activities are guided in bank Alfalah and the company assesses employee’s performance. This report also describes my opinion on HRM activities of Bank Alfalah and takes measures some recommendation which could benefit for the organization.
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[bookmark: _Toc1283300]1.1 Introduction: 
The Project report “HRM activities of Bank Alfalah “is about the all views of its HR activities includes the current & past over all process, organizing, lading, controlling, compensating, selecting, developing, performance, appraisal, change management, Human resource planning, reward system, all discussion in detailed in this report.

[bookmark: _Toc1283301]1.2 Origin of the Report: 
To complete the BBA program, internship/project is must needful. For this reason, I chose project and this project repost has been become acquainted as the entitled of “Human Resource Management Practices in Bank Alfalah” so that it can be the part of fulfillment of project program that is required for the completion of May BBA program under the department of BBA, United International University, Bangladesh. This report has been prepared under the supervision of Assistant Professor Dr. Farhana Rashid, School of Business & Economics, United international University. I am very much thankful to her assigning, guiding, supervising throughout each step in preparing this report.

[bookmark: _Toc1283302]1.3 Background of the study:
“Bank” it is an Italian word “Bancus or Banque” it means counter, derk or bench. In primitive time the benches were used for the purpose of exchanging money. In primitives time religious temples were used for the keeping money or gold to the perverts because people think temples are the safest place. But today’s modern banking system is eventual and step by step prang of the venerable banking system of the accepting deposits from those who have extra and lending to those who don’t have it or have few.

Bank Alfalah limited was situated in June 21st, 1997 as a public limited company under the company act 1984. This bank is now currently running 45 branches in21 cities with the registered office. The bank felt the necessity of customers and matches them with attribute products and services solution. The bank training their members so that they can continue the upgrade quality of service to the customer and IT department is continuously focused on the aspects of banking. The lists coagulation all perspectives of connectional banking as well as the corporate sector’s financial needs. This bank provides dynamic & high vales products like payee travelers cheques, credit cards, debit cards, online banking, ATM and consumer durables. In this bank Islamic banking division is a recent plantation and it is conducting in the separate branches.    
 
[bookmark: _Toc1283303]1.4 Objectives of the Report:
The General objectives of the report are to present the “Analysis of Human Resources Activities of Bank Alfalah limited, Dhanmondi Branch.

[bookmark: _Toc1283304]1.5 Methodology:
This is a description type of research that broadly expresses the overall HRM activities of Bank Alfalah Limited, Dhanmondi Branches. It has been prepared by both primary and secondary data.
Types of data:
Here we used both primary and the secondary data to make this report
· To study various H.R activities carried out by Bank Alfalah
· To analyze overall performance appraisal management process and methods of the organization.
Source of primary data
The primary data for this study was collected through observation and personal interview of the Head of Branch (Dhanmondi), Bank Alfalah.
Source of Secondary data
The major data have been used in this study are of primary data. Secondary data for this study was collected from the brochures, internet and websites of Bank Alfalah.
[bookmark: _Toc1283305]1.6 Research Coverage:
Bank Alfalah limited management system has long associated foreign broker and they are known for their research driven buriers. Bank Alfalah’s securities aims are inert in developing a strong research team to provide relentless support to its customers so that they can fulfilling their information and idea generation needs.
[bookmark: _Toc1283306]1.7 Limitations of the study:
Some limitation or barriers were faced while I conduct the study because HRM activities is a crucial sector for bank thorough face to face conversation, whole operation or how it is interconnected with all other division was not enough to understand. The head of Branch even refused to take any formal documents as evidence of interview as their confidentiality policy of the main organization. Some of the limitation has been illustrated facing during report preparing in below:
· Time limitation 
· Inadequate data
· Lack of record
· Lack of experience
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[bookmark: _Toc1283309]2.1 Overview of Bank Alfalah Limited:
In Pakistan Bank Alfalah is the fifth largest bank. It has a network system of 600 branches over 200 cities across Pakistan and it has an international presence in Afghanistan, Bangladesh, Bahrain and representation office in the UAE. Abu Dhabi group is owned and operated the Bank Alfalah. In 2014 the International Finance Corporation (IFC) of the World Bank became partner and holds a 15% stake in Bank Alfalah.
Bank Alfalah started its operation in Bangladesh 2005 with the acquisition of Shamil Bank of Bahrain. The Bank has expanded itself from a single branch activity to seven branches were Dhaka, Chittagong and Sylhet. Bank Alfalah gives financial services to the consumers, corporation, institutions and Govt. through a wide variety of products and services, which includes corporate, and consumer banking and credit, commercial, SME, Islamic and asset financing. The bank keeps eyes on to make an optimistic future, it aims to continue increasing in its basic strengths to ensure “Best in class” products & services to its wide range of customers.
[bookmark: _Toc1283310]2.2 The vision of the Bank: 
To encourage and authorize people to do things in a different way and form their own path in life and business.
[bookmark: _Toc1283311]2.3 The Mission of the Bank:
To progress and bring the most innovative products, accomplish customer understandings, distribute excellent services that contributes to brand strength, develop a competitive advantage and enhance profitability, thus providing value to the stake holders of the bank.
[bookmark: _Toc1283312]2.4 Key words about Bank Alfalah:
Bank Alfalah has some keywords which are known as-
Types- Private Limited Company
Industry- Banking
Origin- Foreign
Slogan- Way Forward
[bookmark: _Toc1283313]2.5 Company lifecycle:
In the company lifecycle Bank Alfalah Ltd is in the growth stage. The mail reason is this bank was launched in Pakistan in 1997 and from that date this bank is processing and achieving its aim ahead. So for this reason this bank is in the growth stage.
[bookmark: _Toc1283314]2.6 Motive and target to Bank Alfalah:
Every organization have long term objectives, it includes- 
a) Profitability,
 b) Maximum uses of resources and short-term objectives which includes-only profitability.
Must make profitability pretext for financial strength and profitability and provide higher quality of services at a low cost so that customers can get satisfaction.
[bookmark: _Toc1283315]2.7 Bank Alfalah Limited Associated Culture:
In the local market Bank Alfalah plays a very abuzz role with strong culture. Bank Alfalah’s culture is very much Enlightens, challenging, respectable. There is a very much invulnerable and ladylike environment and culture mostly for the women. Bank Alfalah working place culture is very friendly to the colleague and fun work place.
[bookmark: _Toc1283316]2.8 Standards of Bank Alfalah Limited:
In bank Alfalah Ltd., there are a) General Standards and b) Specific Standards. General Standards include- i) consent with law, ii) logical assurance and protection, iii) Fidelity, sufficiency and positive attitudes. Specific Standard include- i) Team leader ii) Transformational and Transactional leader.
[bookmark: _Toc1283317]2.9 Organizational Structure:
The organizational structure of Bank Alfalah limited is determine of both mechanistic and organic to start the business performance and fabricate competitive advantage. The major portion of Bank Alfalah limited is decentralized become managers of all levels have the power to make the decision individually.
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[bookmark: _Toc1283318]2.10 Board of Director:
Board of Directors is elected by the voting of the employee. They are-
a) H.E.Shekh Hamadan Bin Mubarak Al Nahayan ( Chairman)
b) Mr. Abdulla Nasser Hawalileel Al. Mansoori ( Director)
c) Mr. Abdull Khalil Al. Mutawa ( Director)
d) Mr. Khalid Mana Saced Al Qtaiba (Director)
e) Mr. Ikram Ul-Majeed Sehgal (Director)
f) Mr. Nadeem iqbal Sheikh (Director)
g) Mr. Sirajuddin Aziz (Director & CEO)
[bookmark: _Toc1283319]2.11 Executive committee:
1) Chairman – Deputy Governor, Bangladesh Bank.
2) Members: 
a) Managing Director & CEO, Agroni Bank limited 
b) Managing Director & CEO, Janata Bank limited 
c) Managing Director & CEO, IFIC Bank limited 
d) Managing Director & CEO, Export Import Bank of Bangladesh limited 
e) Managing Director & CEO, NRB Bank limited 
f) Business Studies faculty of Dhaka University and Dean Professor Shibli Rubayat Ul Islam.
[bookmark: _Toc1283320]2.12 Departments of the Bank Alfalah:
Bank Alfalah limited has several departments to do their regular activities without facing barriers. The departments are- i) Credit Department, ii) Operation Department, iii) Cash Department.
[bookmark: _Toc1283321]2.13 Employee of the Bank Alfalah:
The Departmental head embed employee level at Bank Alfalah limited and they are directly answerable for planning & control and monitored properly so that no problems occurred by the desired objectives.
[bookmark: _Toc1283322]2.14 Job Grades of the Bank Alfalah:
In the bank where is several job Grade employee and they have different range of salary. Salaries are provided to the employee monthly.
[bookmark: _Toc1283323]2.15 Management Team:
Bank Alfalah has a management team and it is an experience & dynamic team.
a) Maheen Rahaman (CEO)
b) Noman Soomroo (COO)
c) Mr. Nabel Malik (CIO)
d) Mr. Muddasir Ahmed sheikh (lead SMA Advisor)
e) Mr. Shariq Mukhtar Hashmi (Head of Compliance)
[bookmark: _Toc1283324]2.16 Products and Services of Bank Alfalah:
Bank Alfalah has products and services portfolio which are-
a) Personal banking
b) Corporate & Investment Banking
c) Institutional banking 
d) Business Banking
e) Affiliate Banking
f) Self-services Banking
g) Islamic Banking
[bookmark: _Toc1283325]2.17 Card Section:
Bank Alfalah has several sections for card as following:
1) Ultra-cashback card: By this card Bank Alfalah build innovation so that life style can be change.
2) Alfalah credit card: Bank Alfalah appraise low cost bared credit card so that people can enjoy their living.
3) Alfalah Debit Cards: Debit cards has some categories like-
a) Alfalah pays back system
b) Alfalah Gold Debit card which annual fee is PKR 895 & card scheme is VISA
c) Alfalah platinum debit card.
d) Installment products card
e) Discount & privileges card
f) Cash and acceptance solutions 
g) 3D Secure
H) Alfalfa Titanium credit card
i) Silver credit card
j) Alfalah Hilal card
k) Alfalah ultra-cash back card
l) Alfalah visa signature debit card. Its annual fee is PKR 5000 with no insurance fee, it is a VISA scheme card & bonus reward is “Orbit”
[bookmark: _Toc1283326]2.18 Islamic Banking: 
Bank Alfalah provides several accounts for their banking which are followed by Islamic Shariah like- a) Alfalah monthly premium account, b) Ai-Mudarabah term deposit account, c) Alfalfa salary account, d) Murabaha Finance 
[bookmark: _Toc1283327]2.19 Digital Banking:
In all branches digital banking is activated. Including services are- 
a) Pay your utility bills,
b) Internet service charge,
c) Booking the airlines and cinema tickets, 
d) Request for new cheek book,
e) Request for change address,
f) Request for SMS subscription,
g) Request for E-statement subscription,
h) Change daily transaction limits,
i) Cheek deposit, 
J) Transfer money. 
[bookmark: _Toc1283328]2.20 Awards and Achievements: 
Bank Alfalah conquers IMF awards. It also recognized for its popular that is innovative card service and own awards for this service. Bank Alfalah also achieves the awards of “Best Debit and Credit card proposition”. Also won best loyalty and reward program award. And also win the “best Bank of the year” in the year of 2017 in Pakistan. 
[bookmark: _Toc1283329]2.21 Collection Team: Robust collection team will have to be in place to monitor the performance of the outstanding retail loan portfolio. The collection team will be supervised by the CRM.
[bookmark: _Toc1283330]2.22 Loans: Bank Alfalah designed their loans based on individuals need. They provide their loan as-
a) Auto loans
b) Alfalah personal loans
c) Alfalah home loans
d) Alfalah personnel loans
e) Alfalah plot purchase and
f) Alfalah home improve loans
[bookmark: _Toc1283331]2.23 Consumers credit scream:
It has some objectives and they are cited below:
a) Those people who have fixed income Bank Alfalah help those people for buying house hold serviceable.
b) For the amount up to TK. 100000 the period is 2 years.
c) Quarterly interest rate will be charged.
[bookmark: _Toc1283332]2.24 Car Loans:
With an easy reimbursement schedule car loan facility is designed, which provides the opportunity to own a new or Re-condition car, to make your intended dream.
[bookmark: _Toc1283333]2.26 Expedience: 
Government officials, Semi-govt. officials, Employee of self –explanatory bodies, Employee of banks and other financial institutions, Employees of multinational companies, Employee of reputed private organizations, Professionals like- Doctors, Engineers, Accountants, Teachers and staff of public or private university, Business and others.
[bookmark: _Toc1283334]2.27 Loan limit:
There is a limitation for taking loans and they are cited below as- 
a) Up to TK.15.00 Lac for Re-conditional cars and 
b) Up to TK.20.00 Lac for brand new cars.

[bookmark: _Toc1283335]2.28 Home loans:
To situated at own home or flat is a reared dram to everyone. To become a true dream Bank Alfalah Limited is along with you to offer easy competitive home loan with profitable features.
[bookmark: _Toc1283336]2.29 The strength of Bank Alfalah:
a) They ascertain smooth and quick disposal of the loan for your dream house to turn into smooth.
b) They offer most competitive interest rate with easy to access terms and ambience.
 Purpose:
 a) Acquire of Flats or apartments,
 b) Formation of house,
 c) Breadth of house,
 d) Renovation of house,
 e) Finishing work of building,
 f) Retention over of constant house building from other banks.
Expedience:
 a) Bangladeshi Nationals,
 b) Self employee professionals, 
 c) Businessman, 
d) Teachers of universities /college/ school and established educational institutions in the public and private sector,
e) Age limit 21-60 years. 
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[bookmark: _Toc1283339]3.1 Theoretical analysis of Human Resource management:
Human resources management refers to the policies, practices, and systems that influence employee’s behaviors, attitudes and performance.
HRM is known as “People Practices” in many companies. HRM plays a key role in ascertaining the survival, effectiveness and competitiveness of business. Feasible HRM practices clench barriers goals and objectives. Feasible HRM practices can prolong company performance by pay subscription to employee and customer’s satisfaction, creativity, innovation, productivity and development of a favorable reputation in the company’s denominators. HRM practice includes analysis and development work, HR planning, recruiting, selection, training and development, compensation, performance management and employee relations.
[bookmark: _Toc1283340]3.2 Definition of Human Resource practice:
According to “Armstrong’s” Essential Human Resources management practice provides a complete overview of the practice and processes fundamental to managing people. 
The contribution of HR to the company’s aims and objectives and how it is mobilized within the business.
Michael Armstrong’s original Handbook of Human Resources Management is the classic text for all those who are studying HR or who are going to state the profession for the first time.
Requirement is the process of creating poll of potential candidates for a job. Bank Alfalah makes their recruitment for fulfillment of their needs with 3 kinds of employees for their continuation and growth and in includes-
· Top management 
· Trainee officers
· Contractual employee’s



[bookmark: _Toc1283341]3.2.1 Internal Recruitment:
The employees who already exist in the organization are recruiting for the new jobs are called internal recruitment. These employees have less strength on internal recruitment and performance appraisal.
[bookmark: _Toc1283342]3.2.2 External Recruitment: 
The employees who are new bringing in the organization is called external recruitment. It’s includes-
· Needs Bari’s
· No yearly or monthly recruitments.
· Each branch has its own HR departments.
· College recruitment.
· Online application forms.
· Short listing
· Interview.
· Decisions made through Head office.
· No help from recruiting agencies.
Bank Alfalah limited follows recruitments process like-
· Strategic planning & tactical planning,
· Create an assemblage of candidates
· Screen out candidates
· Make selection
· Evaluation recruitment process.
[bookmark: _Toc1283343]3.2.3 Selection:
Selection is a decision process of selection suitable person for a job. Normally it shapes of following steps-
· Initial screening
· Application forms 
· Pre-employment tests
· Interviews
· Realistic job previews
· Conditional job offers 
· Background investigation
· Medical examination
· Job offers.
When recruitment process is done after that the selection process is arrived and it is made under the supervision id HR departments with an effective manner.
For the Bangladesh branch selection there the candidate must be the Bangladeshi citizen and their age will be between 22 to 30.
Employment selection stent egg thinks that by resemble company’s needs to the candidates best suited for the job, which can reduce employee turnover and increase the employee productivity as well as saving time and money. Companies HR department will development develop and supervise the staffing process, by the recruitment & selection process.
[bookmark: _Toc1283344]3.2.3 Training and Development:
The management of Bank Alfalah on in developing the expectation of the bank’s employee to the plenary thoroughness.  Training and development center of the bank are dwell. The headquarters are responsible for providing multilevel high-quality training programmers to all staff members in the following areas:
· Consumer banking operations
· Credit marketing & credit proposals
· Credit administration
· To learn marketing and sales skills
· To learn leadership and management skills 
· Personal effectiveness skills.
It is imperative for each member of the bank to lacquer at least two days of training in almanac year. When training department is unable to arrange multi-level training program for the certain groups then external training pervades are invited to fill the gap. 
[bookmark: _Toc1283345]3.3 Performance Management: 
The process of performances management is the process of motivation employees through setting the goals, measuring the progress, providing feedback, extra care for betted performance and compensation for their acquisition. For any organization performance management plays a very much vital role. For the employee when goals are specifically defined then the goals are set mutually. The clearly defined the KSA’s in the job description their performance is rated, for this reason an employee can easily understand.
[bookmark: _Toc1283346]3.3.1 Performance management process:
The process is described below:
1. Prerequisites: There are two important prerequisites so that activities can do smoothly before the implementation of performance management system.
·  Organizations mission and strategic goal.
·  Job Analysis

2. Performance planning: In planning process here includes –
a. Key accountabilities 
b. Specific objectives
c. Performance standards

3. Performance Execution:
For employee:
· Pledge to achieving goal
· Continuous requests for recompose & caching
· Contract with manger
· Collecting and sharing performance data
· Preparing for performance in investigation
          For Employer:
· Espial and documentation
· Updates
· Feedback
· Resources
· Reinforcement

4. Performance assessment: In increase employee ownership, betterment of commitment provides useful information.

5. Performance review: Each organization sees their past behavior and results, so that in presents they can set new goals and development plans.

6. Performance renewal and reconstruction: Uses all the information and perception from pervious phases and from here performance cycle begins again.
[bookmark: _Toc1283347]3.3.2 Methods of performance Management:
· Rating scale
· Critical incidents method
· Behaviorally anchored rating scales
· Confidential records
· Essay method
· Management by objectives 
· 360-drgree feedback  
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[bookmark: _Toc1283351]4.1 Human Resource Development
The perpetually ever-changing regulative and operational atmosphere needs up-to-date data and skills of updated systems. Due to this reason, management provides high priority on the human resources development. That’s why the bank’s Research and training team/department that is structured by extremely expert trainers and professional researchers is with success line to the coaching desires of the force.
In 2000 the bank additionally started publication a report geared toward increasing interaction and exchange of views between employees for higher coordination’s and communication. the staff area unit inspired to contribute articles for this article, that serves the twin purpose of employees’ development and analysis of common company culture.
[bookmark: _Toc1283352]4.2 Human Resource Planning
Human Resource Department of Bank Alfalah takes the responsibility of Human Resource Planning where the following items are included forecasting of demand and supply of employees that are needed as per the organization requirement. As like other companies the purpose of human resource planning for Bank Alfalah is to forecast and strategy for acquisition, development, retention and the proper utilization of organization manpower. 
According to the planning, Human Resource is counted as the flow of workforce plus and out with management. Bank Alfalah takes the decision of Planning Human Resource considering the following three areas:
· Firstly, the bank lists the requirement of particular job position keeping in mind that the department’s needs, purpose, additional manpower and required skills suit to the post so that bank can hire the right person for the right position.
· Secondly, Bank Alfalah provides different types of targets and benefits to motivate the employees of Bank so that employee gets inspiration to bring excellence in their performance for the organization.
· Thirdly, Bank Alfalah follows different human resource planning for the different situations. Different situation are as follows:
Forecasting Employee Demand: 
· Starting a new branch.
· Beginning or Opening with new technology
· Varity in Customer Demand
· Up to date Services
Forecasting Employee Supply:
· Shifting
· Inner Movement such as promotion 
· Overtime
· Rotation of Jobs
[bookmark: _Toc1283353]4.3 Job Analysis of Bank Alfalah:
Job Analysis is very crucial for any kind of organization as based on this many administrative and managerial decision are taken such as Selection, Recruitment and training.
While bank takes decision to start any new branch, start up new technology or up to date services, it conducts job analysis process. The objective of Job analysis is:
· To acquire data on different types of activities to be done.
· To know the information about academic qualification, skills, experience and other extra-curricular activities.
· To select the perfect individual for the required job. 
[bookmark: _Toc1283354]4.3.1 Job Analysis for Top Level Management
For Top level management, head office of Bank Alfalah directly handle/arrange the job analysis process. For this analysis, head office considers both external and internal sources to recruit top level employee for the vacant post. Single demo of job specification and job description of top-level management is given below:
Managerial Job Description:
Title: Branch Manager
Job Context: Promotes and Manages banking operations in consolidation with the corporate office
Responsibilities:
· Attract the clients to open deposit accounts in the Bank to maximize the assets by highlighting the banks services.
· Handling the operation in a way so that cost is minimized as well as maximized the services.
· To raise the bank revenue issue and check loan as per company requirement.
Managerial Job Specification:
Experience: 2 years of working experience in relevant field.
Personality: Dynamic, Hard-Working and Attractive.
Qualification: BBA, MBA (Specially in Accounting/Finance).


[bookmark: _Toc1283355]4.4 Equal Employment Policy
Bank Alfalah follows the policy to ensure equal chance for all qualified candidate and not distinguish against any personnel or candidate for employment because of religion, disability, color, sex, national origin or any other social status.
This rule is applicable in all HR activities like recruitment, selection, training, promotion, termination and transfer, Rehire, compensation system and all other details and conditions of employment.
The decision about employment and promotion will totally be based on the candidate merits and its equal for all. For any position bank will fix the requirement by keeping balance with specific job performance requirement.
All other employees’ incentives including benefits, transfers, layoffs, recalls from lay‐offs, training, education, tuition assistance and recreation programs will be administered without regard to race, color, religion, sex, age, disability, or any other recognized status, in accordance with appropriate law.
[bookmark: _Toc1283356]4.5 Nature of Employment
Employee may resign from their service by giving in writing a 30 (Thirty) days’ notice. The employment may also be terminated by the company with 30 (thirty) days’ notice.
The following papers/documents need to submit at the time of joining the service:
· Copies of all the educational certificates along with the original one which
will be returned after verification.
· Copy of National ID Card.
· Ten copies of recent passport photographs.
· Certificate from previous workplace/ academic institution (if fresher).
· Release letter from the current employer, if any.


[bookmark: _Toc1283357]4.6 Affirmative Action Office
The policy statements are developed by the HR Department, provides regular reports on the progress and performance, identifies problem areas, and offers problem‐solving assistance to management. It also monitors affirmative action implementation, serves as liaison with enforcement agencies, counsel’s employees, and conducts seminars, programs and activities. To achieve these ends, the Human Resource Manager maintains linkages with associations, organizations, and groups, which advance the interests.
[bookmark: _Toc1283358]4.7 Recruitment, Selection and Placement
[bookmark: _Toc1283359]4.7.1 Initiation of Staff Hiring
To get high quality competent staff the bank set up their future recruitment requirements systematically. The replacement of additional staff requirement is done through Divisional Heads/ General Managers/ Branch Heads.  All open positions are 1st announce internally by Human Resource Department at the request of branch/ dept. involved on the worker Portal for a minimum period of seven days. The Bank recruitment policy for hiring new employee for any vacant position is that the bank cannot hire the new employee from any internal source rather they should go for external hiring. It may be completed either individually or groups.
The management of the Bank might, at its discretion, use expatriates. The Bank complies with the relevant provisions of the migration Ordinance/Law once hiring such staff.
[bookmark: _Toc1283360]4.7.2 Hiring of Batches
When a full batch of contemporary officers is employed, they're initially trained at the Bank’s Training &Development Centre (TDC) and then sent to the Branches/Divisions on the basis of demand. These batches are employed below the subsequent classes:
· Management Trainee Officers
· Operations Officers
· Relationship Officers
· Cash Officers
· SME Officers/Credit Officers/Finance Officers
· Any other Category needed by the Bank
Human Resource department informs all branches about the approximate time of hiring before starting the hiring process.
[bookmark: _Toc1283361]4.7.3 Hiring in Small Groups
Hiring in Small Groups could also be done in keeping with planned phases of growth of existing branches/units, or upon settlement of recent branches/units, or for creating/replenishing employees’ pools maintained beneath the direction of Branch Managers/ Regional Managers/ Group Heads in major banking centers.
[bookmark: _Toc1283362]4.7.4 Individual Hiring
Individual hiring is to be done from time to time once a branch or unit encompasses a demand to induct extra workers, or for replacement of outgoing workers.
The Manager of the Branch/ Department wherever enlisting is to be created can initially fill out the Job Requisition Form and send to HR Departments. When minimum of seven days of posting on portal, if appropriate replacement inside the Bank isn't on the market after passing minimum 7 days of posting the vacancy in portal, then external achievement is allowed subject to Recruitment issue and different necessities being met and need to be established a real business.
In the Initial selection interview manager must not commit any range of salary and also applicable for external candidates. When the Human Resource department will be agreed with both Salary and range, it will be informed to the candidate after the clearance by interview board.
[bookmark: _Toc1283363]4.7.5 Minimum Entry Requirements
· Anyone will be eligible for getting minimum entry as Officer’s post in Bank Alfalah if he/she complete their graduation from a renowned University of home country or outside of the country. This condition may be waived by the CEO as per company necessity, especially for Cahiers, Sales/verification/relationship officer of various branch. However, such staff are going to be on written agreement Employment. Their services are going to be regular once clearance of check and completion of graduation.
· Persons appointed by “External Service Provider” must possess secondary and higher secondary level or higher degree. However, the condition may be waived by the authority following the company policy.
[bookmark: _Toc1283364]4.7.6 Recruitment of Close Relatives
There is no restriction in Bank Alfalah about the recruitment of close relatives of existing employees if the candidate meets the primary eligibility criteria.  No conflict of interest will occur at this type situation as it is authorized rules by the governing body. One exception is that the candidate never be posted in the existing employees working branch.
It is also mandatory for each candidate to mention their relatives’ identity in the application form if available.
[bookmark: _Toc1283365]4.7.7 Selection Responsibility and Authority
· Schedule of the task of hiring Authority and Responsibility is mentioned below:
	Regular/Contractual
	Dept. Head
	HRD
	Branch Head/GM
	GM HRD
	Interview Panel
	CEO

	Officer I-III
	R
	Test
	R
	--
	A
	--

	Officer IV-VI
	R
	--
	R
	R
	R
	A

	Officers VII-VIII
	--
	--
	R
	R
	R
	A

	Officers IX
	--
	--
	--
	--
	--
	A

	Outsourced Services
	R
	R
	A
	Oversee
	--
	--



· All the assignment of Branch Managers, Divisional Heads, Area Manager and above-mentioned officers require ensuring support from Board’s Advisory Committee.
[bookmark: _Toc1283366]4.7.8 Selection Test
Human resource department arrange selection test for all the regular and contractual employees. Those who will get 50% mark or above, will be selected for next step. One Exception for the contractual employees is that written test exam can be waived as per branch basis, especially for Cash officer, relationship officer and call Centre staff. However, the normal process is everyone must give written test and who will get more than 50 mark will be selected for next step (Viva).
[bookmark: _Toc1283367]4.7.9 Employment Reference Check
To help select the best person for the job, Bank Alfalah checks the employment references and backgrounds of job candidates.
The Manager of Human Resources Department will answer to all reference check inquiries from other employers. Bank will provide only factual information that can be substantiated by our records.

[bookmark: _Toc1283368]4.7.10 Selection Interview
Selection interviews ought to be conducted and proved by punctually crammed interview sheets, as follows:
· For Branch Staff: 
Branch Manager & Panel Members will conduct the selection interview as per Human Resource Department approval.
· For Branch Manager & Area Office Staff:
Regional Manager/Area Manager & Panel Members will conduct the selection interview following Human Resource Department instruction.
· For Head Office Division Staff: By concerned Manager & General Manager will conduct the selection interview following Human Resource Department Instruction.
[bookmark: _Toc1283369]4.7.11 Panel Interviews
Panel Interviews will be conducted by Head Office senior officers whom will be approved by the CEO.
[bookmark: _Toc1283370]4.7.12 Issue of Offer/Appointment Letters
Appointment letter will be issued by Human Resource Department to be combined signed by the authorized personnel (Recruitment manager/GM HR) as per company policy.
[bookmark: _Toc1283371]4.7.13 Confirmation of Antecedents
Here, Human Resource Manager verifies the reference and Antecedents board certificates from their university or board. After that, if possible, HR Takes prior employer feedback to know about the honesty, dedication and previous performance on that organization about the antecedents.
[bookmark: _Toc1283372]4.7.14 Tentative Period & Confirmation of Services
As per Bank Provision every new comer has to go under probation period for the following time period set up by the Bank Authority:
· Six months for those who have less than 5 years of working experience.
· Three months for those who have 5 years working experience.
Human Resource Department issues the confirmation letters on the recommendation of each Branch Manager.
After the recommendation letter, Bank informs the following items to the new hired employees:

Culture of the Bank
At Bank Alfalah, Bank foster a culture of team work and excellence. The Bank Alfalah believes that when employees deal openly and directly with management, the work environment can be excellent, communications can be clear, and attitudes
[bookmark: _Toc1283373]4.7.15 Contract Renewal
· The officers whose are hired based on Retainership contract will get relief from the service till the renewal of the contract.
· The contract renewal form will be filled up by the immediate head of the branch or area and will forward this to Human Resource Department office for the approval.
Note: At time of renew the contract for the one-year contract officer, Bank considers salary increment based on their performance, but of course recommendation is needed from Immediate boss. If the renewal contract is for 6o years aged employee, the approval totally depends on the Bank CEO.
[bookmark: _Toc1283374]4.7.16 Placing of New Employees
As per Bank Policy, Bank hire employee by confirming to place them anywhere in the country so that bank can fulfill their vacancy as per requirement. But the Bank always try to place the employees’ location where the employee wants so that bank can avoid the trouble and displacement of new hired employees.
[bookmark: _Toc1283375]4.7.17 Minimum Employment Contract
All new employees are required to sign in bond to work in the bank for 3 years Specially for Management Trainee Officer, those new employees who have less than 1 year of banking experience.

[bookmark: _Toc1283376]4.7.18 Policy for Rehire
Only those employees are considered for rehire who have prior working experience in Bank Alfalah. Some conditions also need to consider for EX-Bank employee from their past performance. Employees must have no disciplinary action in their profile, never rated as below “Good” in their performance appraisal, no negative comment on their personal life, Compensation and benefits must be set based on their recent task and duties, verification from immediate employer and after getting clearance from panel interview one can be selected for rehire.
[bookmark: _Toc1283377]4.7.19 Organizational Practice
When the Bank Alfalah senses the demand within the organization they follow the task description and job specification Technique. The team for any vacancy among the approved Head Count budget shall raise an employment Requisition. This requisition shall be approved by the several cluster Heads (for Branch Network, the Business Heads/Group Heads) and forwarded to Recruitment for processing. Each cluster before the start of the following Fiscal Year are going to be needed to arrange and submit a Comprehensive Head Count and Personnel Cost Budget. This set up are going to be reviewed by HRLG and Finance and consequently given to CEO/ President. The overall Cost and Head Count Budget are going to be presented to the Board for approval. HRLG can make sure that all hiring within the Fiscal Year is among the approved force budget. Any hiring over and on top of the approved budget throughout the Fiscal Year would require CEO/ President’s approval and can then be justified by the board. In each department the flow of human resource is not properly allocated. If they sense any lacking in any department, they try to find out the deviation and by providing the training they try to keep that position.


[bookmark: _Toc1283378]4.8 Training & Development
Training is available to all employees of Bank Alfalah. Bank aim to encourage staff to improve their skills not only to perform their current jobs more effectively but to develop abilities to perform more senior positions. Managers and Supervisors have the responsibility to ensure their staff, are trained so that they can adequately perform their duties.
Bank believes without the active and positive participation, training and development activity cannot be effective. Each staff member has some responsibility for the effectiveness of their training, and a more significant level of responsibility for their own development. Individual staff is expected to:
· Avail themselves of opportunities to gain wider work experience by making themselves available for rotation, short‐term placement and deployment.
· Consider undertaking external studies in courses relevant to their career aspirations within the bank.
· Actively participate in training and development programs.
· Advise supervisors where specific or general training needs are not being met.
Details description about Bank Alfalah’s Training & Development are as follow:	
[bookmark: _Toc1283379]4.8.1 In-service Training
· Training Needs Analysis (TNA)
The main objectives of giving training to the Bank Alfalah’s Employees to keep them in touch with high professional banking knowledge and skills as well as inspire them to provide excellent quality service to the customer. For this purpose, Bank Authority is trying to develop a scientific way to provide training to the employee which is called TNA.
· Yearly Training Plan
Based on annual performance appraisal requirement authority set up plan for giving training and ensuring development so that they can reach the performance appraisal criteria. Here, the plan considers all the workshops, seminars held for increasing banking knowledge for the employees. This annual training plan will be conducted on quarterly.
· Minimum Training for All
Every year it is mandatory for each employee to take two days of training for their working improvement. It is same for all branches, offices or departments and all the supervisors are instructed to motivate the subordinates to take the training.
[bookmark: _Toc1283380]4.8.2 New Entrants Training
To introduce with the Banks policies, culture and their operation pattern, Training Development Centre provides systematic training for each new comer employees. Moreover, this training program mainly focus on customer service, integrity of employees, behavior etc.
Training for New Employees
· For Branch Manager- Orientation for Two Days
· For Branch Department Head- Two days of Orientation and Two days of Technical Training)
· For Officers- Same as Branch Department Head
· For Head Office Staff- Same as Branch Manager
Program Structure- Individual instructor will give the training to the new employees on first and third Monday of Every month.
Course will be fixed by the training Development Centre.
[bookmark: _Toc1283381]4.8.3 Batch Training Program
Bank Hires batches of fresher through a competitive system based on various scale and ensure complete training program as per requirement. At the end of the module, it will also be required to provide On the Job Training for the Batches employees.

[bookmark: _Toc1283382]4.8.4 External Training
To increase the effectiveness of on the job training sometimes Training Development Centre manage external training for some nominated employees. Alternatively, it is too much necessary, Bank Alfalah may invite some external consultants to arrange training program for Bank Alfalah employees.
[bookmark: _Toc1283383]4.8.5 Mandatory Training for Branch Managers’
 It is mandatory for all Branch Manager to take one-month comprehensive training set up by Training and Development Centre to adjust with the banks up to date skills and to know the areas of Banking, customer service, management system and IT Sector. 
	Training Module for Branch Managers’
· Duration- Four Weeks
· Participator- All Branches’ manger 
· Structure of the Module- The training will be held over the year on quarterly basis. Four weeks’ module will be covered by arranging training one-week in each quarter.
· Trainer- Training will be provided by panel of trainer which will include Senior Bank Alfalah Executive, Field Specialist Trainer, External Trainer if needed.
[bookmark: _Toc1283384]4.8.6 Extra Remuneration for Trainer
To inspire the employees, whom will participate in providing training on different banking activities like Operations, Corporate Financing, Credit Management, Technical skill development etc. for the new employees, Bank Alfalah provides 20% of gross Salary per month as incentive. The Duration of this benefit is three years. After that, it depends on trainer willing whether he/she will continue with this trainer position or not. If yes, the remuneration will continue following the same procedure.

[bookmark: _Toc1283385]4.8.7 Organizational Practice
For the sustainable long-term growth, Bank Alfalah believes the most important tool is Training and Development. Bank Alfalah makes plan for identifying the needs of training for the employees to make them effective and efficient which will impact on the overall bank performance. Maximum training is conducted on the job and the rest of the training specially for senior employees are outsourced. Here, Bank try to ensure local expert and international trainer if possible. Learning Centers conducted all the training. Other than this, Bank also arranges different workshop and seminars on crucial topics for top level officers. Training program is used for adjusting with new tools and technique to implement the Government induced new rules and procedure.
Topic wise, training is channelized by the following units:
· Giving technical training in the area of Banking activities, credit management, Trade and Consumer Finance
· Skill development training on Sales and Customer Service
· Training on managerial skill development
· Training on Leadership skill development
· Skills improvement training on personal efficiency and effectiveness
· Recent Issues like Anti Money Laundering Measures, KYC, and Basel II etc.
[bookmark: _Toc1283386]4.9 Compensation & Benefits
After getting employment, Compensation is the best motivation. Compensation will not always be considered from Financial basis. It can also be non-financial. There are verities of look/ nature/type of compensation. Those are Remuneration, bonus, commission, incentive, rewards etc. Every organization try to ensure all those benefits to motivate employees for getting the best output from them.
Each employees’ salary is disbursed at the end of each month and it will be within 26th or 27th of each month. Compensation and benefits are very confidential, and it is strictly prohibited for all employee not to disclose their salary to each other. 
The Categories of compensation are:
· Basic wage
· Performance Bonus
· Commission
· Incentive
· Home Facilities
· Medical Allowance
· Transportation
· Education facilities for Kids
· Vacation & Insurance
As Non-Financial Motivation, Rewards and additional benefits are provided by the Bank. Generally, financially rewards give the motivation like prepare Associate in Nursing excursion or motion within the abroad will produce a refreshment for the worker and it's enclosed within the compensation. Other than this, Bank identifies the best performer and honored them by giving prize to recognize their hard work as well as celebrating special occasion of the Bank employees. Bank provide loan facilities without considering any interest for the bank employees to help the employees on their personal life betterment.
Actually, the Bank provides a wide range of benefit programs to eligible employees. The eligibility for each benefit program depends on a variety of factors, including employee classification, time duration, performance, etc.
The succeeding benefit programs are available to eligible employees, subject to terms and conditions of each program:
· Provident Fund

Every employee of the company to whom these Rules apply shall be eligible to become a member of the Bank Alfalah Limited Employees' Provident Fund from the date of his confirmation or entry in the services of the company as a confirmed employee and shall agree to be bound by the Rules of the Fund. 

Bank Alfalah contributes to the Provident Fund by matching the amount deducted from the employee’s compensation.

· Gratuity

Gratuity may be granted at the discretion of the Board of Directors to an employee of the Company eligible to receive gratuity on his ceasing to be in the services of the Company subject to fulfillment of the conditions prevailed here under.

The eligibility of gratuity to an employee otherwise entitled to it as per Gratuity Rules of the Company shall be the following:

Criteria: 

For the first 5 (five) years’ service in Bank Alfalah Ltd.
Entitlement:

1 (one) month’s basic pay for each completed year of service on the last basic pay.

· Insurance

Bank Alfalah provides the following Insurance benefits to its employees:
i. Medical Insurance for Employee and their Spouses:

[bookmark: _Hlk536868970]The health insurance plan at Bank Alfalah., offers employees and their spouses’ access to medical insurance benefits. The following category employees are eligible to participate in the health insurance plan:

 Regular full‐time employees

Eligible employees may participate in the health insurance plan subject to the terms and conditions of the agreement between Bank Alfalah and the insurance company.
ii. Life Insurance for the Full Time Regular Employees
Life insurance offers the important financial protection. Bank Alfalah provides a basic life insurance plan for eligible employees.

The basic life insurance plan includes Accidental Death which provides benefits if a death results from an accident.

The following category employees are eligible to participate in the health insurance plan:

 Regular full‐time employees

Qualified employees may take part in the life insurance plan according to the terms and conditions of the agreement between Bank Alfalah and its insurance provider company.

· Minimum Tax Benefits
Bank Alfalah is legally required to make certain deduction from every employee's compensation for the Income Tax purpose. Instead, Bank Alfalah pays the minimum taxable amount for all the employees every year, to support them with the income tax as financial support.

· Promotion
In replacing vacant places at Bank Alfalah, preference is given whenever possible to qualified persons currently employed at the Bank Alfalah, with factors such as ability, experience, potential for growth, and the affirmative action goals taken into consideration. To express the interest (in positions for which employees believe they are qualified), Employees are encouraged by the Bank.

· Cash Benefit
Bank allows a fixed amount of cash benefit in each year for the motivation of employees. This benefit varies among the position. This is applicable for those employees whose basic salary is not so high and of course, condition is applicable to get this benefit. It is only applicable for regular employees not for part-time, contractual or any intern. This is the new adding benefit in Bank Alfalah.

· Profit Share
Bank Alfalah believes the achievement it achieves in each year only because of their employee’s dedication and hard work. So, in each year, Bank shares some percentage of annual profit among the all employees. This percentage distributed on pro rata basis.
· Yearly comparative Increment
Like other organization, Bank Alfalah also ensures yearly increment for its regular employees, based on the situation, sometimes it is also applicable for contractual employees. This increment varies among the employees based on their performance rating. It is not mandatory to ensure the increment for all.

· Lunch Facilities
Bank Alfalah also provides LUNCH for all its employees. The lunch shall be served at the office dining room starting from 1:00 pm in the afternoon and onwards. The menu shall be fixed by the management. No alternatives shall be available. If anyone are allergic to a particular food, they are allowed to notify the supervisor.
All full‐time employees are provided with one meal period of 30 minutes in length each workday. It is the intention of Bank Alfalah management that employees eat during the meal period. It is inappropriate to use the meal period for other purposes.

· Business Expense Reimbursement
The company will compensate employees for expense, which is unswervingly related to business, include: travel expenses, office supplies, and other office expenses incurred while traveling on business. Employees must submit receipts for all expenses. Personnel should discuss with their manager before any business trips to sanction eligible expenses.
[bookmark: _Toc1283387]4.9.1 Organizational Practice:
The most attractive thing in each organization for employee is compensation. This is the thing where the motivation of employees mainly depends. So, it’s the first target for Bank Alfalah to give as much benefit as possible to the bank employees. They always try to set up the compensation package compare to the market current condition. For this reason, they set up a team to survey the market periodically so that it can be easier for them to set up the compensation package. According to the survey, they try to ensure a standard salary for the employee. As like to the other motivational items, the employee also consumes the facilities of bonuses, medication allowance & insurance and reimbursement.
[bookmark: _Toc1283388]4.10 Leave Rules
In a calendar year, all employees are subject to get fixed number of days’ leave. Even, it is applicable for contractual staff who has completed one year of service with the bank. There are few categories of leave followed by Bank Alfalah is mentioned below:
[bookmark: _Toc1283389]4.10.1 Privilege Leave
· Entitlement
[bookmark: _Hlk536868971]In a Calendar year, each employee will get 30 days of leave with pay and those will be funded on equal basis in each employee leave account on January 1st of each year. The balance of privilege leave cannot exceed 60 days for any employee.
· New Joiners
Those who are the new joiners in the bank during the year privilege leave balance will be calculated for them on pro rata basis.
· Authorization
All Privilege Leave should be allowed after getting approval from the sanctioning authority.
In a calendar year, the bank employees must get at least continuous leave of 15 days from the available privilege leave balance. For this reason, a leave agenda for the entire employees’ strength of every unit must be pinched, under the authority of each unit Head and a copy submitted to Human Resource Department for record. At the time of notice period if any staff has resigned, no privilege leave will be given to him or her even if the leave displays credit balance.
[bookmark: _Toc1283390]4.10.2 Casual Leave
· Entitlement
[bookmark: _Hlk536868972]In a Calendar year, each employee will get 10 days of leave with pay and those will be funded on pro rata basis in each employee leave account on January 1st of each year. Outstanding balance of Casual Leave as of December 31 shall delay as un-availed Casual Leave cannot be carried out to next following year.

· New Joiners
[bookmark: _Hlk536868973]Those who are the new joiners in the bank during the year Casual leave balance will be calculated for them on pro rata basis.
· Authorization
The permission of empowered Authority is needed to avail all the casual leave. In any emergency situation, the bothered employee has to notify about their problem to the permitted authority, it can be immediate manager, through phone or fax or Outlook Email etc. within the morning for the expected leave. Moreover, to get the approval of the leave in return the employee must have to apply in the internal bank Servers by mentioning the reason behind the leave. If the employee frequently takes leave or absent without informing the permitted authority about their casual leave, necessary action will be taken on the excuse of casual leave,
· Availment
Normally, the Bank allows only one day causal leave at a time. Exception for any emergency case like concerned family issue such death of any family member or relatives, one can take 3 days leave at a time.
[bookmark: _Toc1283391]4.10.3 Sick Leave
· Entitlement
In a Calendar year, each employee will get 8 days of leave with pay and those will be funded on pro rata basis in each employee leave account on January 1st of each year. The maximum sick leave for any staff cannot cross 16 days.
· New Joiners
Those who are the new joiners in the bank during the year sick leave balance will be calculated for them on pro rata basis.
· Authorization
The permitted authority holds the full right to allow the sick leave for any employee’s medical purpose. In this case, the employee must have to submit medical certificate from registered medical for the approval of the sick leave.
· Availment
In any urgent situation, an employee must need to notify as soon as possible about his or her expected sick leave to the empowered authority for getting the approval. Over continuation of duty, a leave application must be filled up on the bank server and submit the medical certificate for getting approval from the permitted authority. If medical certificate is not submitted, the leave will be considered as casual leave or privilege leave. Of course, the medical certificate must be prepared by any authorized medical doctor. If the application filled up in bank server but medical certificate not submitted, the balance will be deducted from the casual leave and for more than two leave, the balance will be deducted from privilege leave.
[bookmark: _Toc1283392]4.10.4 Leave without Pay/Unpaid Study Leave
Based on the merit of each case, Human Resource Department will approve the leave without pay and unpaid study leave for more than one month. Everything is given in the guideline of Human Resource Department.
[bookmark: _Toc1283393]4.10.5 Maternity Leave
· Entitlement
For getting the entitlement of maternity leave, every married female personnel must complete four months of service for getting the full pay and it will be maximum 12 weeks, first six weeks before the baby birth and the remaining 6 weeks after the baby birth.
· Authorization
For getting the approval of maternity leave, every married female employee subject to submit leave application along with medical records to the empowered authority.
· Availment
After submission of the leave application and all medical reports, the maternity leave balance will be combinedly credited with casual leave and privilege leave.
· Sanction of Leave
The following staff are playing the role of authority:

	Applicant
	Approving Authority

	Branch Employee
	Branch Manager

	Branch Manager
	Area Manager

	Area/ Regional Office Personnel
	Area Manager/Reginal Manager

	Area Managers
	Regional/Group Head

	Regional Managers
	Group Head

	Head Office Employee
	Div. Head/GM

	Div. Head/GM
	CEO



[bookmark: _Toc1283394]4.11 Performance Appraisal
As like other organization Bank Alfalah also appraise their employee’s performance on yearly basis. They called their performance appraisal process as KPI which stands for Key Performance Indicator. Following KPI system they rate their employees. KPI is a measurable value that express how successfully an organization is attaining their core business objectives. KPI is used by organizations to measure their success at reaching targets. Bank Alfalah also follows this to evaluate their individual employee’s performance so that they can identify their position on the way of reaching target.
Choosing right KPIs depends on industry. It may be varying for department based on specific goal and targets.
[bookmark: _Toc1283395]4.11.1 Objectives of Bank Alfalah’s Performance Appraisal
There are some objectives behind the performance appraisal in Bank Alfalah mentioned below:
· To determine the deviation between the actual and the expected performance
· To strengthen the relationship between Manager and subordinates.
· To identify the qualities and lacking the individual to recognize the training and development needs
· To provide information to the employees based on their past performance
· Appraising an employee to determine the benefit packages.
· Evaluate the potentiality of an employee for advancement and improvement.
[bookmark: _Toc1283396]4.11.2 Reasons for Using KPI
Bank Alfalah use KPI for the following reasons:
· KPI clarify performance expectations.
· KPI focus on people attention on what is important
· KPI help to hold people more accountable
· Employee can understand and identify good and bad issues about themselves
· Employee cannot blame management
· KPI drives business execution
[bookmark: _Toc1283397]4.11.3 Evaluation Criteria
Under KPI System for evaluating the employee’s performance Bank Alfalah set up some criteria that are described below:
1. Competence: Here, the task is to identify whether the employee can do something successfully or efficiently. Rater try to figure out whether the employee competent or not.
2. Performance: Here, the task is to identify and measure the actual performance an employee is providing to the organization. The core tasks of the employee are measured here.
3. Behavior: Here, the task is to identify or follow the general behavior of the employee. The employee should be decent and mannered enough to provide service.
4. Customer dealing: Here, the task is to identify if the employee can deal with the customers and clients. It is very important to deal with them.
5. Service quality: Here, the task is to identify if the service provided by him or her is following standard and quality. It keeps the brand image strong.
6. Number of customer call: This part is eligible for the employees of customer care department who takes phone call of customers. Here the amount of phone call they deal is being identified and measured.
7. NTB (New to Bank): “New-To-Bank” (NTB) customer means a customer who does not hold any account with the Bank. Here, the task is to focus on employee’s ability to bring NTB customers to the bank.
8. Existing-To-Bank (ETB): ETB customer means customer who maintain any account with the Bank. The employees should also retain ETB customers to generate more profit.
9. Management Process: The employee may use many management processes while conducting his or her tasks. This process will be identified.
10. Stakeholders’ benefit: Other parties who are stakeholders for this bank should also be benefited by the bank which depends how employee do behave with stakeholder and how the bank treats with its stakeholder.
[bookmark: _Toc1283398]4.11.4 Evaluation methods used by Bank Alfalah:
The HR Manager of the Bank assesses the reports formed by the supervisors and managers of several departments to identify whether the achievements and job performance of the employees have increased or not. If the performance advancements are found, then the employees are praised as well as several benefits such as salary increment, and promotion are awarded. This method is used for all office executives.
The Bank Alfalah follows 180-degree analysis methodology for assessing performance. During this methodology, development feedback is often generated through self and manager inputs. The 180-degree methodology then makes a consolidated report, scrutiny the 2 assessments, and lightness patterns and conclusions. The manager-employee each discusses this report, with or while not the presence of a facilitating unit professional and creates a close Individual Development policy for the worker.
180-degree appraisal extends the traditional appraisal process to make the feedback process two-way. Feedback from team members can be provided to their manager on a one-to-one basis during the individual’s appraisal discussion, or it can be collected and presented as group feedback from all team members.
They use graphic rating scale for the assessment process. It's underneath absolute technique. Graphic Rating Scale is a form of performance appraisal Technique. Under this technique traits or behaviors that are necessary for effective performance are listed out and every worker is rated against these traits. The rating helps employers to quantify the behaviors displayed by its staff.
The Bank Alfalah follows 5 anchors for this graphic rating scale. Those are:
I.	Unsatisfactory
II.	Below expectation
III.	Meet expectation
IV.	Exceed expectation
V.	Excellent
The rating is primarily conducted by these policies:
· Front line employee will be under front line manager
· Operational employee will be under operational manager
· Employees of accounts will be under accounts manager

[bookmark: _Toc1283399]4.11.5 Standard of Graphic Rating Scale
The standard of graphic rating scale here is 90 out of 100. That means, 100 is the total score of the evaluation. It is conducted on monthly basis. But their day to day tasks and activities are measured and identified here accurately. They weigh the values of the tasks according to the levels of task. If any employee’s score is within 70-89, he or she will be encouraged to score more well in next tasks. If the employee gets score less than 70, he or she will be notified and warned.
If the employee scores more than 90, the bank will provide:
· Promotion
· Reward
· Incentives
· Allowance
For top employees, according to the evaluation, some extra benefits are provided. These can be:
· Transport facility
· Communication facilities like cellular phone bills
· Other financial aids
If an employee fails to reach the score of 70 anyhow, he or she will be given warning initially. For developing this situation many treatments can be given to him or her like:
· Counseling
· Training
· Workshop
· Meeting & discussions
They mentioned that, they do not fire any employee usually. They are given many opportunities. This is true for all the permanent employees of the bank. Because, an employee must cover the probation period and already proved himself. So, it is not recommended to do so. However, two times warning are given to him or her for not meeting up the score. If it is for third time, a final warning letter is provided. If the employee still fails, he or she would be terminated.
The employees who are temporary and are under probation period, would be taken under company policy for not meeting up the score or violation of any law of the bank.
[bookmark: _Toc1283400]4.11.6 Rating Errors
The Bank Alfalah mentioned that they do not face any rating errors while conducting the performance appraisal.
[bookmark: _Toc1283401]4.11.7 Performance Culture
The following cultural philosophy comprises by Bank Alfalah:
· Competitive
· Pay for performance
· Supportive of Corporate values Appraise
[bookmark: _Toc1283402]4.11.7 Uses of Performance Appraisal System at Bank Alfalah
· Development: Performance Appraisal System at Bank Alfalah used to identify in which area employee needs development in their performance and what type of training programs are necessary for them.
· Basis of Reward Allocation: It is used as the prerequisite for the reward allocation. It helps the company to choose who gets pay rise, give legitimate reason at the time of promotion and other fringe benefits.
· Motivation: The existence of organized assessment framework motivates individuals at Bank Alfalah. It encourages activities, builds up an awareness of other's expectations and inspire to perform better.
· Compensation: It gives data that can be utilized to figure out what to pay and what will serve in as equitable monetary package.
· Communication: Assessment is a reason for a continuous communication between manager and employee about employment related issues. Through cooperation the parties become more acquainted with each other better. 

[bookmark: _Toc1283403]4.11.8 Strengths and Weakness of Performance Appraisal of Bank Alfalah
Strengths
· Consistent Appraisal System: Bank Alfalah maintain the frequent performance assessment so that employee can perform better by knowing what is expected from them by the organization. Because of consistency, training procedure continues which will improve skills for the less productive employees
· Suitable to Motivate Employee: It is used in promotion assessments as well as compensation and incentive decisions. As a result, it is valuable in mentoring and growth of employees.
· Usage of Diverse Rating Form: Different backgrounds of employees are required to run the bank for which different performance appraisal format is prepared in Bank Alfalah. Individuals in the administration, officers and staffs vary in respect to work style, qualification, educational background and demographic characteristics.
Weakness
· Usages of Appraisal Technique:  Bank Alfalah doesn’t follow any strong appraisal technique. Though they use graphic rating scale for evaluation but there are no enough criteria for ensuring better scenario about employee performance
· Deficiency in Periodic Review: The performance review needs to be checked to obtain accurate response and deliver rules for problem solving. It shouldn’t be observed once in a year.
· Complexity in Assembling Final Grade: Officers’ performance evaluation is based on the frequency of occurrence marked in a specific column. The raters can be biased.
· Personal Biases: In Bank Alfalah raters have the liberty to grade any number in any grading as a result there is a chance for leniency or harshness error.

[bookmark: _Toc1283404]4.11.9 Dos and Don’ts for Appraisal Discussion:
Appraise:
Dos
· Take sufficient preparation for the appraisal
· Set up the mind to accept any kind of feedback
· Persist on particular advancement inputs
· Take the decision of schedule jointly for review of improvement plan
Don’ts
· Any confrontment with appraiser
· Focus on only past performance not considering future development
Appraiser
Dos
· Taking clear idea about the appraisal
· Take sufficient preparation for the appraisal
· Making positive environment for appraisal interview
· Make the appraise feel comfort by conversing in informal way
· Be neutral in the Discussion
· Ensure that appraise feels appraiser are listening his/her speech attentively
· Justify the performance and recognize the achievements
· Give positive marks who did well
· Give warning who did poor performance without hearting appraise
Don’ts
· Any confrontment with appraiser
· Personal assessment
· Appraising irrelevant job tasks
· Allow to compromise objectivity
· Given the space for affecting the rating
· Giving priority in any single factor
· Giving claim only to the employee for their task
· Giving false commitment
· Biasness on evaluating performance
· Unsuccessful to give the chance to ready in advance
[bookmark: _Toc1283405]4.12 Change Management
Change is one of the constant things in the world. So, personal life or in professional environment everyone need to be ready for take the challenge of managing change otherwise no one can sustain in the competitive world because everything has changed with times. As like other sector, banking sector has also face so many changes because of many issues like inflation, loan defaulter, new laws and regulation imposed by government in banking industry. In recent time, the condition of banking industry in Bangladesh is not so good. So, Bank Alfalah has also faced so problem and bring change within their banking operation system to sustain in the competitive banking sector.
[bookmark: _Toc1283406]4.12.1 Changes at Bank Alfalah
Both external and internal changes incurred in Bank Alfalah. The external changes are Technological change, Demand change of Consumers, changes in other banks strategy/ competition. The internal changes are identified as Change of employees’ demand, changes in technological system. Top and middle level management implemented those changes.
At the time of implementation, it was not easy as employees create resistance when those changes were imposed on them as it was not well discussed but it was brought huge impact to the organization. This kind situation occurred as the implementation was not followed any systematic way which created the fear of downsizing as well as work life balance was affecting for the change.
[bookmark: _Toc1283407]4.12.2 Factors that necessitated change at Bank Alfalah
There were some factors which facilitated the change in management at Bank Alfalah. Both external and internal factors are responsible to facilitate the change. The most significant factors are liable to need for changes are rising number of clients/customers, Variety of Customer needs and need for the process improvement to compete with competitor.
The internal elements that responsible to the changes made in the bank, considered Structural change in the organization, Operation process and procedure changes. In addition, the external items which are also led the change as per findings, those are increasing competition for more banks, changes in technology, expectation of customer change and changes in government rules & regulation etc.
In the bank, the most significant factors work most is technological change. In the modern world, the technological advancement growing at a significant speed. All the things are almost going through using internet. So, to keep strong position in the market, Bank Alfalah changed their systems for old command-based system to an internet-based system. This ensures the automation in process of the organization which makes the working process faster and enable the organization to give more output as the customer getting service better than previous time.
Because of the current situation of banking sector, government are changing the regulations in banking sector at a high rate and impose news laws to save the bank industry. This is another reason to go for necessary change so that bank can cope up with the changing requirements of the government. For example, new cheque clearance system introduced called CTS (Check Truncation System) which is totally opposed to the old system and this make the check clearance work faster than previous time.
The competition has increased in the market because of increasing bank numbers as well as different banking operation followed by different bank which led the Bank Alfalah to bring some change in the nature of their operating activities to make them relevant in the market. That’s why they came out from old bank operating system to modern and more flexible operation to grave more customer. So, the launched internet banking service so that customer can make their transaction sitting on their resident and don’t need to waste their time by coming in the Bank Branch and get hassled for high customer load.
[bookmark: _Toc1283408]4.12.3 Nature of Change at Bank Alfalah
There two types of change one is planned and another one is emergent. Top-bottom approach is applicable in planned changes while bottom-up approach is applicable for emergent change. Most of the changes are adopted by the bank is emergent change and very minor percentage adopted the planned change. The reason behind the adopted emergent change is changed regulations of central bank and it was must for the bank to cope up and reason behind the planned is that all change initiated is undertaken by top level management.
The bank sometimes outsources professionals who provide the instruction to bank how the bank will adopt the change. They work with the human resource department and project management department in arranging necessary training for the implementation of the change. Another reason for hiring those professionals to find out if any impact will face the product of the bank because of the change.
As like everything, Bank may face either positive impact or negative impact because of adopting with the change. The positive impact results of increase of customer numbers, service gets more effective and faster. The negative impact results high expense for managing the change.


[bookmark: _Toc1283409]4.12.4 Challenges faced by Bank Alfalah in implementing Change
While implementing changes Bank Alfalah faced the challenge of resistance and also shortage of resources. Few of the stake holders and few personnel were unenthusiastic to shift from their comfort area. It was clear that the change management was expensive because of communicating it with customers and all other related stake holder.
To reduce the resistance Bank focus on increase communication with their customers and to convince the employees they arranged training session and reward system to encourage them.
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[bookmark: _Toc1283412]5.1 Positive Findings: 
Bank Alfalah has some positive findings. They are cited below-
· Succession planning 
· Badness ethics and code of conduct
· Corporate social responsibility.
· Customer experience  
· Innovation & technology
· Energy conservation
· Out sourced arrangement
· Business continuity and disaster recovery
[bookmark: _Toc1283413]5.2 Negative findings:
· There is a low facility for establishing new business
· Employee relation policy
· No facility for internet banking
· Existing rules, procedures are quite difficult
· Advertising and publicity is not widely punctuated. 
·   Strong setup in UAE
[bookmark: _Toc1283414]5.3 Compensation and Benefit: 
Restitution management takes how people are rewarded in accordance with their standard to an organization. It described both financial and non-financial rewards in the organization reward system are composts of compacted policies, processes and their market value.
The elements of reward system in Bank Alfalah are consists of “Basic Pay”; The fixed price salary or wage which comprises the rates for the job. This rate is varied in a skill based on competence-based system according to their individual’s skills. The rates are arranged and fixed by the managerial judgment of what is decided to recruit and retain the employee.
There are no any concepts that are related with the individual performance pay except to the burned development officer in the Bank Alfalah. In contractual bairs durinew development officers one hired. They assigned several targets to the organization.
Bank Alfalah offers to their employee highly competitive salaries and benefits to both fresh recruits and experienced professionals. As an Alfalah employee can get both monetary and non-monetary rewards based on performance. Some of benefits are include-
· Attractive salary package
· Employer provident fund
· Gratuity fund
· Medical insurance (self, family & parents)
· Life insurance
· Performance based promotions and bonuses
· Various types of staff loans
· Assistance and pursuing higher education
· Rewards on completing professional qualifications

[bookmark: _Toc1283415]5.4 Aggressive Banking: 
Bank Alfalah enlarging their network of Islamic Banking. The Bank serves their Islamic banking for 10 years.

[bookmark: _Toc1283416]5.5 Motivation: 
Bank Alfalah motivating their employees by giving them wide benefits and bourgeois environment within the organization. For this reason, employees exaggerate their performance. Bank provides & bonuses in a year to the employees so that they can get motivated.

[bookmark: _Toc1283417]5.6 Benefits:

· Monetary Benefits: 
These benefits are given to the employees based on their performance such as- Salary rise, cash prize.

· Grade promotion:
In the form of grade promotion employees get benefit from the Bank. So, this benefit (grade promotion) motivates the employee so that employee can do their work efficiently and effectively.

· Abroad posting:
Bank Alfalah send their employee to abroad which is benefit to their employee on overseas posting where employee can enlarge their professional skills and get handsome financial benefits in terms of salary or fridge benefits.

· Controlling: 
For day to day transaction and operational affairs Bank has the proper arrangement of controlling. Bank controls the operations through a proper system of check and balance and monitor the daily work properly.

· Internal Control Unit: 
The daily transaction within the organization is controlled by the unit soft out it keeps informing the management about the rules, regulations and policies violation. On the other bank departments and operations, internal control system unit has proper cheek and balance.
· Internal Audit: 
It is the tool in a bank which has an ability to check properly. Internal audition has to point out the discrepancies found during audit. Internal auditors hand over the audit report to the audit chief and he hand over that to the management. Management overlooks all the things and try to solve the violation problems and also took the necessary actions. Internal guided a bank twice in a year.
· External Audit: 
They are the representatives of State Bank of Pakistan. It any lapses found State Bank imposed penalty on bank. External auditors hand over the report to State Bank of Pakistan. External Audit guided a bank once in a year. Bank Alfalah has a chartered accountant company on his panel who prepare and overview the financial reports of the Bank.

[bookmark: _Toc1283418]5.7 Functional overview of HRM process in organization:

Human Resource Planning: 
At Bank Alfalah limited there involves 3 areas activities combination for decision making. They are cited below as steps-
Step-1: 
What is the organizational need the Bank identifies first often that gain the right king of human resource?
Step-2: 
Bank motivate the human resource so that employee can achieve their performance by giving them different sorts of targets according to their job requirements.
Step -3: 
Create the link between the employee goals and the organizational goals.

Job Description: 
It is descriptive in nature and constitute a record of existing and additional job facts. The order of job description is as follows-
· Job identification
· Job summary
· Duties performed
· Supervision given and received

Employee problems:
Insufficient employees: To complete in the banking industry Bank Alfalah need to have enough employees so that they can provides services to the customers and divide the workload of the existing employees by hiring new people, because the bank can’t use the alternative to reduce the number of customers and losing the market share.
Working hours: Bank Alfalah providing the better services to the customer, for that reason employee have the lots of works to do which takes too much time to finish the work. So, employees need new professional so that reduce the working hours and get some time for relaxation.
Solution to the problems:
· Customer problems solution 
Customer are the king and they are always right. Bank is earning profit from the customers. So, Bank need to make proper relationship with the industry and individual customer. It is recommended that the management should stress on having satisfactory relationship with individual customers because they can also provide the revenue in terms of profit.
Employee problem solution:
· Insufficient employees:
The bank should arrange by hiring new people so that workload can drive to the new people.
Working hours:
Management should give relaxation to the employees by hiring new professional and reduce working hours.
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[bookmark: _Toc1283421]Recommendation
There are some recommendations that I would recommend to some of the problems discussed in the above section, which might increase the efficiency of both the operations and employees of Bank Alfalah are follows-

Technological Advancements:
Bank Alfalah should develop their modern technology. So, they need to create effectively useable technology and must maintain effectively online connection of the branches like ATM link, fiber cables, routers etc. Also, must develop the backup links.
In all branches there need to establish a proper IT department. In the IT department there need to have the professional knowledge to maintain the IT department and maintain the secured connection with other banks. The scheduled backups also maintain the secured connection with other banks of data within the bank should be there.
· The bank needs to improve their HR functions so that students who are doing major in HR can have the practical knowledge.
· They should take to increase their ATM booth and it will be the main and mandatory for them, otherwise people will not be felt interested to this bank.
· They need to introduce some system like the internet banking and the SMS alert system.
· Bank Alfalah should increase their branches like other banks so that from all over the country customer can get facilities.
· They have to install new technology and the software so that they don't need to input manually.
· They must need to focus on their employee needs and demands and give them proper attention so that they can be motivated.
· By proper planning Bank Alfalah they need to minimize their threats.
· They have to develop employee development plans and processes.




[bookmark: _Toc1283422]Conclusion
The country’s economy is booming with the related favorable investment policies and their proper and correct implementation. So today’s economy become an important one.
The banking industry is also reaping economic boom by growing rapidly over the past few years. When in the banking sector foreign investments coming then happening a number of members. By opening more branches in the country bank growths is rapidly increase, increasing the deposit base, while also increase asset and profits of the bank also.
Bank Alfalah provides services in the market greatly because not only their features but also the profit and makeup rates that they change. Also provides cater section of the economy of the Bank Alfalah.
The top management of the bank always making and developing strategies so that they can take unexpected challenges to deliver products and services more efficiently.
Furthermore, the employees of the Bank Alfalah are increasing because the bank growth is increasing. Bank Alfalah shows the consideration as an employee, that provides its employees with challenging environment to work in, so that they can shows their full potential and shows assurance as a manager by the employees of the bank.
Bank Alfalah is now a leading bank. So it creates a benchmark its services to its major competition in the industry and makes a continued improvement in its required products and services, while introducing new one to the industry.
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Employee Questionnaire 
This questionnaire is my research work part for my BBA project. In the questionnaire it is requested to place the answer which are mentioned the questions.
HR Practice in Bank Alfalfa Limited
Person responsible for completing the questionnaire:
Name: ............................................ Department: .................................
1) Human resource management department is working satisfactorily in this organization.
· Strongly Agree
· Agree
· Neutral
· Disagree
· Strongly Disagree 

2) The HR practices are successfully inquired about to all employees in the organization.
· Strongly Agree
· Agree
· Neutral
· Disagree
· Strongly Disagree
3) I know about the difference between performance management and performance Appraisal.
· Strongly Agree
· Agree
· Neutral
· Disagree
· Strongly Disagree
4) Targets or objectives are set regularly
· Strongly Agree
· Agree
· Neutral
· Disagree
· Strongly Disagree
5) I conduct to take part in setting individuals for dimension.
· Strongly Agree
· Agree
· Neutral
· Disagree
· Strongly Disagree
6) In my organization I think there is an immediate relationship between employee performance and reward system. 
· Strongly Agree
· Agree
· Neutral
· Disagree
· Strongly Disagree

7) Improved Human resource management techniques are introduced by the top management
· Strongly Agree
· Agree
· Neutral
· Disagree
· Strongly Disagree
8) The measures taken to taken to assess my performance are in accordance with these objectives 
· Strongly Agree
· Agree
· Neutral
· Disagree
· Strongly Disagree
9)	For employee appraisal in the organization I think ACR bused system is more useful
· Strongly Agree
· Agree
· Neutral
· Disagree
· Strongly Disagree
10)	The Training and development processes are satisfied to the organization employees.
· Strongly Agree
· Agree
· Neutral
· Disagree
· Strongly Disagree

11)	To achieve the organizational goal employee's contributions are more important.
· Strongly Agree
· Agree
· Neutral
· Disagree
· Strongly Disagree
12)	 The findings of ACR are used in order to assess the employee performance.   
· Strongly Agree
· Agree
· Neutral
· Disagree
· Strongly Disagree
13)	As a conductor my organizations conduct/exercise performance evaluation.
· Strongly Agree
· Agree
· Neutral
· Disagree
· Strongly Disagree
14)	I think that the HR practices which are existing in the organization are more useful towards employee development.
· Strongly Agree
· Agree
· Neutral
· Disagree
· Strongly Disagree

15)	I am satisfied with my earning package
· Strongly Agree
· Agree
· Neutral
· Disagree
· Strongly Disagree
16)	I have been paid as per my contribution/ performance to the organization.
· Strongly Agree
· Agree
· Neutral
· Disagree
· Strongly Disagree
17)	Bank Al-falah conduct both formal and informal planning.
· Strongly Agree
· Agree
· Neutral
· Disagree
· Strongly Disagree
18)	I think according to the situation upper level of management make out the boundary. 
· Strongly Agree
· Agree
· Neutral
· Disagree
· Strongly Disagree
19)	Bank Al-falah always met with their budget.
· Strongly Agree
· Agree
· Neutral
· Disagree
· Strongly Disagree

20)	Financial institution in the nature of organization.
· Strongly Agree
· Agree
· Neutral
· Disagree
· Strongly Disagree
21)	I think Bank Al-falah has a very strong physical structure. 
· Strongly Agree
· Agree
· Neutral
· Disagree
· Strongly Disagree
22)	I think Bank Alfalah is improved online banking.
· Strongly Agree
· Agree
· Neutral
· Disagree
· Strongly Disagree
23)	I think Bank Alfalah has a decent customer dealing.
· Strongly Agree
· Agree
· Neutral
· Disagree
· Strongly Disagree
24)	I think Bank Alfalah is adopting and implementing its growth.
· Strongly Agree
· Agree
· Neutral
· Disagree
· Strongly Disagree

25)	Bank Alfalah has a specific long term and short term goals. 
· Strongly Agree
· Agree
· Neutral
· Disagree
· Strongly Disagree
26)	Bank Alfalah is an organic organization.
· Strongly Agree
· Agree
· Neutral
· Disagree
· Strongly Disagree
27)	Bank Alfalah is a tall organization.
· Strongly Agree
· Agree
· Neutral
· Disagree
· Strongly Disagree
28)	In the organization employees are treated equally, fairly and consistently.
· Strongly Agree
· Agree
· Neutral
· Disagree
· Strongly Disagree
29)	Employee involvement culture are adopted for ............ making.
· Strongly Agree
· Agree
· Neutral
· Disagree
· Strongly Disagree
30)	Employees job are defined elaborately.
· Strongly Agree
· Agree
· Neutral
· Disagree
· Strongly Disagree
31)	The bank accent on group activities.
· Strongly Agree
· Agree
· Neutral
· Disagree
· Strongly Disagree
32)	In the organization there is a two way communication.
· Strongly Agree
· Agree
· Neutral
· Disagree
· Strongly Disagree
33)	I pardon my assigned targets with full attention and full responsibilities.
· Strongly Agree
· Agree
· Neutral
· Disagree
· Strongly Disagree
34)	The bonus and reword system in ratifying.
· Strongly Agree
· Agree
· Neutral
· Disagree
· Strongly Disagree
35)	I have job satisfaction.
· Strongly Agree
· Agree
· Neutral
· Disagree
· Strongly Disagree
36)	What are the obstacles in performance improvement of individuals in the organizations? 
· Strongly Agree
· Agree
· Neutral
· Disagree
· Strongly Disagree
37)	What will be the suggestion for the employees for improving HR system?
Thank you very much for your kind and expressive collaboration 
· Strongly Agree
· Agree
· Neutral
· Disagree
· Strongly Disagree
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