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Executive Summary
This report is based on my three months of practical experience at Union Bank Limited. The Internship Program is greatly aided me in learning about the real-world situation of a financial institution. Banks play a crucial part in the economic development of a country.
Union Bank Limited has been operating as a leading 4th generation private commercial bank in Bangladesh, with a strong business arrangement of 96 branches and 23 sub-branches throughout the country, providing sincere and customized banking services to its customers in a welcoming and technologically advanced environment The Bank's functions include a wide range of services and functional activities for individuals, businesses, corporations, and other multinational organizations.
The report began with a profile of Union Bank Ltd, including its background history, mission, vision, corporate culture, and organizational hierarchy. Following that, the following section contains information about my internship activity and job responsibilities while interning at the bank. The following section is the most extensive, and it includes the report, HRM Practice in Union Bank Ltd. Introduction to the topic, recruitment and selection process, training and development, compensation policy, leave management, training evaluation process, performance appraisal, and career development, and so on are all part of the project. Each chapter begins with a detailed explanation of the HR functions, followed by the Union Bank Human Resources Division (HRD). They recruit as they see fit and appoint those they believe are suitable after personal consideration. The majority of private-sector organizations hire relatives for high-level positions. Thus, social contacts and personal relationships have an impact on promotion transfer and benefit practices. Organizations that offer systematic internal training tend to be more successful & the majority of training is informal and on-the-job. Regular employees' performance is evaluated on an annual basis. Each employee's remuneration is determined by her or his individual performance as measured against predetermined criteria. In this study, we analyze Union Bank Ltd.'s SWOT analysis in order to determine the organization's key strengths and weaknesses, as well as its opportunities and threats. In my report, I also strive to include my real-life experience in branch banking, as well as different banking functions and day-to-day banking activities.





Chapter-1
Introduction 







1.1 INTRODUCTION
Human Resource Management is a critical function in any organization that focuses on people by providing guidance to those who work there. Workers in the organization require assistance from their workplace. HR is there to help them in any situation. HRM is responsible for some of the most important issues facing the company, such as recruiting employees, planning and providing training based on their needs, and evaluating performance and giving them remuneration.
It's also a methodical and comprehensive approach to managing people, workplace culture, and working environment. Employees can contribute to the overall corporate direction as well as the achievement of the organization's goals and objectives through good human resource management. Human resource management is abandoning traditional staff management approaches. Administrative and transactional roles are increasingly being outsourced. HRM is now expected to bring value to employee strategy utilization and demonstrate that employee programs have a verifiable business impact. Recruitment and selection, salary and benefits, training and development, and performance management are all human resource activities, according to our academic knowledge. These theories, on the other hand, come in a range of shapes and sizes, as well as applications. They change, update, and even eliminate them on a regular basis. 
In my REPORT, I modestly attempted to uphold all HR activities and practices carried out and followed by UNION BANK LIMITED, identify the flaws that are holding them back, and make some recommendations that may improve their situations.








1.2 ORIGIN OF THE STUDY:

This is an internship report written as part of the BBA program at United International University's Faculty of Bachelor of Business Administration (BBA). A 12-weeks internship program is required of all students. An internship's primary goal is to provide students with on-the-job experience and the opportunity to translate theoretical concepts. Students are assigned to businesses, organizations, research institutions, and development projects in the real world. As a result, after completing a 12-week organizational attachment in Union Bank Limited's Human Resource Division, this Study was completed (HRD).
1.3: OBJECTIVES OF THE STUDY:

The purpose of the study is to distinguish between theoretical and practical knowledge, as well as to establish how an organization utilizes theoretical methods in the field. By conducting interviews with HR personnel from the HUMAN RESOURCE DIVISION, this research aims to discover the differences between academic HRM activities and real-world HRM activities, with the goal of reaching some conclusions and possible recommendations for improving these areas in order to make HR activities more effective for the company.
My overarching goal is to complete the BBA program at United International University.
1.4: SCOPE OF THE STUDY:

This paper will provide an in-depth understanding of the "Human Resources Management Practice in Union Bank Ltd." as well as the effectiveness of the company's HR policies and procedures. It will provide us with a comprehensive picture of HR operations, recruitment and selection procedures, training and development, performance evaluation, and compensation management.
1.5: METHODOLOGY:
· Types of data
In order to prepare this internship report, I needed to collect data and information from both primary and secondary sources. I collected data from primary and secondary sources using a variety of methods.

 Primary data
i. Participation in banking activities.
ii. Meeting with Union Bank Limited HRD officials.
Secondary Data: 

I  collected  data  from different websites,  particularly  from  the  websites  of  Union Bank Limited. I also collected data from some sources like: 

i. HR related websites and forum.
ii. Internal publications.
iii. Studied some files which are provided by the authority.
· Data collection method
In order to compile this report, I used primary sources & secondary sources to obtain all of the necessary information.
· Data collection process

Most of the time I observed employee’s task and I asked questions them for preparing my report. I have to mention about our focus group conversation where we were four members and discussed entire HR practices in UNION BANK LIMITED.

Lastly, I have analyzed all those information for preparing this internship report.

1.6: LIMITATIONS OF THE STUDY:

A number of factors hampered the study. The following are some constraints:
Limited sources of data; 
i. Organization has some confidentiality and for their security they don’t reveal the whole information.
ii. Due to the COVID-19 pandemic and lockdown situation, banking activities were performed on a limited scale. In that situation, I was unable to supervise Union Bank Limited's extensive human resource activities.
iii. However, I have covered the key functional areas of topics that have been briefly described in my report.
iv. Due to their hectic work schedules, they are sometimes unable to provide information.
v. The work load during the internship program hampered completion of this report.
vi.  In addition, there was a time constraint in preparing the report.
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Background of the Organization
















2.1: INTRODUCTORY REMARKS:

In the contemporary era of corporate world, the Human Resources department is a growing area. Until recently, HRM was mostly overlooked by large corporations. Today, most firms are putting more emphasis on HRM practices. Humans control the organization, not machines. To achieve long-term corporate success, it is therefore vital to keep these people resources. Similarly, Union Bank Ltd. places a high value on HRM. My main goal of Internship Report is to identify the area of Union Bank Ltd's HR practices.
2.2: REPORT’S BACKGROUND:

It's impossible to dispute that the workplace is rapidly changing. Human Resource Management, as a member of a corporation, is already equipped to deal with changes in the workplace. Globalization's effects, technological advancements, and labor variety must understand to be successful. Some problems that need to be addressed by company include different skill requirements, continuously improvement programs, contingent labor, outstanding work places, and employee involvement. HRM is today facing a major challenge in aiding the company by promptly supplying the right people for the right jobs. Finding vacancies and making plans for them is a huge amount of labor.
To attract and pick the best candidate, as well as to select the best candidate in a timely manner, is a difficulty. The expense of recruiting is significant. As a result, the process of appropriate planning and formulation of those plans demands additional attention and improvement. Equal opportunity and sourcing are also important considerations. We attempted to discover the differences and similarities between theoretical features and the company's operational activities in response to this need. Furthermore, the automation of HR procedures is significant with the correct vendor software selection.
2.3: COMPANY PROFILE:

In 2013, Union Bank Ltd., one of the country's largest fourth-generation banks, was created with the purpose of giving global opportunities to its customers. On May 20, 2013, the Gulshan Branch opened as a Shariah-based private bank. 10,000 million has been approved as the company's authorized capital, while 4280 million Taka has been paid up, and profits are divided into 428 million Taka 10 installments. The Bank Companies Act, 1991 and 2013, as well as Islamic Shariah, give a wide range of benefits for businesses. The bank is governed by a board of directors. As a suitable component and budgetary delegate, Islamic accounting is presently implemented all over the world in both Muslim and non-Muslim nations. The second half of the twentieth century saw a substantial move of intuition in developing keeping money arrangement and methods based on the "Shariah."
The bank provides excellent customer service while also incorporating cutting-edge financial innovation and Shariah-compliant products. The bank now has 96 branches in various economically important areas as well as some country zones. While 31 branches are located in Dhaka City, 43 are located in Chittagong, 06 are located in Rajshahi, and 08 are located in Sylhet, 03 branches are in Khulna, 01 branch are in Mymensing, 01 branch are in Barisal, 03 branches are in Rangpur. According to their Vision and Mission, they are making a good effort to give a variety of administrations to their customers, regardless of whether they are individuals, small business visionaries, or modern firms. They have officially made agreement with the Ababil Vendor to guarantee quick, exact, and viable client administrations and web-based saving money offices. Their bank intends to deliver actual managing an account office to each of their clients and bring the unbanked rural people inside the cover of keeping money benefit, not simply through innovation. Every commercial bank in the twenty-first century is opening abroad branches, as we all know.
Union Bank has only recently received the SWIFT code, and their skilled and efficient personnel are proving useful in exchanging funds from outside. UBL representatives are focused on the most incredible morals and a set of principles. Their employees share a common sense of security and a firm belief that the fundamental standards of corporate administration, decency, honesty, and responsibility, are upheld.

2.4: ISLAMIC BANKING:

An Islamic bank is founded on the Islamic faith and must follow Islamic Law, also known as Shariah, in all of its actions and deeds. The Arabic word Shariah originally meant "the route to the wellspring of life," but it is now used to describe to a legal system that follows the rule of behavior provided by HOLLY QUR'AN (Koran).
Four rules govern investment behavior:
· The absence of interest-based (riba) transactions; 
· The avoidance of speculative economic activities (ghirar);
· The imposition of an Islamic tax (zakat);
· Discouragement of the production of goods and services that contradict Islamic value patterns (haram).
As a Shariah based bank, Union Bank Limited strictly follow these four rules.

2.5: VISION OF UNION BANK LTD.:

To become socially committed world class financial institution.

2.6: MISSION OF UNION BANK LTD.

Emancipate their poor people from abject poverty by empowering them with smooth banking service. Be the leading provider of Islamic Shariah compliant banking services in Bangladesh. Provide fast, accurate & satisfactory customers service by maintaining corporate and business ethics and transparency at all levels. Ensure technology based professional banking environment with strong capital base. Thrust on investment facilitating banking product.  
[bookmark: _Toc70023348]

SLOGAN: LOCAL BANK, GLOBAL OPPORTUNITY
2.7: ORGANOGRAM OF UNION BANK LIMITED: 
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Chapter-3
Internship experience of Union Bank Ltd.
















3.1: INTERNSHIP OPPORTUNITY 

From March 16th to June 13th, 2021, I worked as an intern at Union Bank Limited in the Gulshan branch. This three-month internship program provides me with a wide range of opportunities to learn and gain real-world experience in banking, which will aid in the development of my future profession. During these three months, I will have the opportunity to study ordinary banking operations as well as corporate work activities that I have never learned in the classroom. Furthermore, in addition to ordinary office work, I have learnt to cope with many obstacles, such as witnessing varied client behavior and financial documentation, which has helped me get actual banking experience. Since, my first day I had the chance to handle multiple task. Mainly I worked in general banking department. So, I gained excellent knowledge to create banking account.
3.1.1: Responsibilities & Job duties 
 
· Opening accounts and helps to the customers to fill up the form.
· Answered customer’s inquiry
· Maintained registered book.

3.1.2: Indicators of Learning 


· Adapt to new surroundings.
· Providing service to clients and stakeholders.
· Making good use of one's time.
· Helps to understand workplace behavior and customer attitudes, resulting in increased personal responsibility.
· Increasing professionalism and assisting colleagues and superiors.
3.1.3: Recommendations from the Heart As an intern at Union Bank Ltd, I can personally recommend their internship program.
· Union Bank's management should work on structuring their internship program.
· Employees at the Gulshan branch are very friendly, but from what I've seen, the branch manager is less involved in communicating with their employees.
· They properly instructed me over the course of three months, but they were unable to provide adequate information or guidance regarding HR activities.
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In the decades after Bangladesh gained independence in 1971, the country has made steady progress toward its aim of establishing a society free of hunger and poverty. To begin with, the Bangladeshi government adhered to a strict economic socialism framework. This led to a lack of focus on things such as private sector development, industrialization, and human resource management by the government and politicians (HRM).
Early in the 1990s, once Bangladesh made the transition from socialism to a free-market economy, it achieved excellent economic growth. Currently, its contribution to the GDP is over 28 percent (ILO, 2013; PwC, 2015). According to Goldman Sachs, Bangladesh will have the 23rd largest economy in the world by 2050. In order for Bangladesh to achieve middle-income status by 2021, human resource management (HRM) might be a key aspect in the country's economic development (Absar, 2014). The wish of a business owner Recent years have seen increased pressure on labor-intensive companies to maintain and enhance working conditions in their factories, particularly in the EU and North America (Bowen, 2014; ILO, 2013). Companies are modifying their corporate culture and human resource management strategies in reaction to this external demand in order to adapt to the new environment. Bangladeshi firms could benefit from better working conditions and higher wages, according to academics (Ahmed &Peerlings, 2009).
As a result, they must build HRM practices that are both structured and efficient in order to remain globally competitive and to meet the changing needs of the economy. "Family or crony capitalism" is a situation when employers do not understand or are not convinced that HRM practices are in their best interest. Only a few empirical researches on human resource management have been published in Bangladesh's prominent journals, mostly on specialized HRM themes. This research will provide students, researchers and academics with a better understanding of Bangladesh's past, present, and future human resource management, as well as business leaders and policy officials. It is therefore important to encourage first-generation entrepreneurs and corporate executives in Bangladesh to embrace comprehensive HRM procedures in order to get a competitive advantage from the country's human resource base.






4.1: PROCESSES OF RECRUITMENT AND SELECTION IN GOVERNMENT ORGANIZATIONS: 

PSC undertakes all recruitment and selection activities for government ministries, departments, and divisions, as well as for private enterprises (Karim, 2007). In total, there are 29 cadres and six levels within the organization (PSC Annual Report, 2013). In the Bangladesh Civil Service (BCS) examination, conducted by the Public Service Commission, candidates' knowledge of numerous mandatory and elective courses, as well as a psychological test and an interview, is examined. These scores are added together to evaluate the applicant's total performance (PSC Annual Report PSC, 2013). BCS cadre personnel are subject to Ministry of Establishment recruitment regulations, which describe the mode of recruitment, the qualifications of candidates, the age restriction, the substance of examinations, and other aspects of the selection process for BCS cadre employees.


4.2: PRIVATE SECTOR ORGANIZATIONS’ RECRUITMENT AND SELECTION PROCESSES:

Employee recruitment and selection is a personal concern for employers in the private sector, who turn to informal recruitment channels to locate new personnel. Publication of job postings in the press or an official hiring procedure are not legally required (Absar, 2011; Mia & Hossain, 2014). It is up to them to decide who to hire and appoint after personal deliberation. Almost every organization in the private sector hires a relative to fill high-level roles. Promotional transmission and benefit practices are influenced by social contacts and interpersonal ties. Private sector businesses will only advertise in media for positions requiring complex technical skills that cannot be gained among friends and family. Influence of social contacts and personal relationships on recruitment decisions is more openly accepted in this domain. 

4.3: PUBLIC SECTOR TRAINING AND DEVELOPMENT IS A PRIORITY:

A government employee who is responsible for the selection of trainees and determining training programs through the Ministry of Establishment, they can’t interaction with other ministries (Mahmood& Akhter, 2011). The Public Administration Training Centre (PATC) is responsible for determining the training courses that will be offered to employees (Jacobs, 2009). PATC trains civil service personnel and other officials of autonomous government bodies. Employees in the appropriate departments receive orientation or foundation training at these institutes (Mahmood& Akhter, 2011).
In fact, the annual budget for employee training and development is quite small. Sometimes, it initiates special training programs for government personnel as a result of bilateral agreements with donor countries or multi-lateral companies. The vast majority of public sector manufacturing employees do not have access to formal training. So, the major focus of training is informal and takes place at work. For example, in the chemical and textile sectors, several public-sector bodies arrange training programs for workers and supervisors at various levels. Training needs analyses and performance evaluation methods are rarely used to choose trainees. Because these activities appear to have no impact on their career path or development possibilities, they are not benefit from government training programs. Personnel growth in the public sector is not related to additional skill development or certification gains, but rather to experience and the intervention of colleagues, friends, or anyone who can influence decisions. If you want to advance in your career, you can't avoid the seniority list at the entry-level.

4.4: PRIVATE SECTOR TRAINING AND DEVELOPMENT IS A GROWING TREND:

Employees and managers in Bangladesh's private sector are frequently disregarded when it comes to training and development (Absar, Arman &Nejati, 2014; Mia & Hossain, 2014). In the private sector, there are few formalized training programs for employee growth. It's not uncommon for training efforts to be viewed more as a cost than an investment, especially in a labor-short market. Employers normally provide their own training, although some companies - especially pharmaceutical companies - provide it as a service. Today's market is becoming more and more competitive, as people's expectations and interest in quality are on the rise.
4.5: PUBLIC SECTOR PAY STRUCTURE AND JOB GRADING:

In 1997, the government created the National Pay Commission to create the pay structure of public sector organizations. For employees in the public sector, except those in manufacturing enterprises, the NPC recommended a 20-grade pay scale. According to the British government, the NPC classified personnel in the same way as it did in the 1970s (Islington Commission, 1917, cited in Obaidullah, 2003). (1995). Officers/executives (class I) and junior officers (class II) are the two basic types of employment (custodial). Four levels of straight entry, three levels of progression and two conversion levels are also available, in addition to the conversion levels (Obaidullah, 1995).
In the intervening period, the Finance Ministry has received proposals from the Eighth National Pay and Service Commission (NPSC). In the NSPC of 2005 and in the NSPC of 2009, public sector employees received compensation increases of up to 94 percent and 96 percent, respectively (The Dhaka Tribune, 2014). So that the public sector may attract better-qualified employees and bridge the wage gap with the private sector, salaries should be increased at a rate comparable to those of the private sector. The pay grades would be reduced from 20 to 16. There is a good chance that some of the recommendations of the Eighth National Public Service Commission (NPSC) will be approved.

4.6:  PAY STRUCTURE AND JOB GRADING IN PRIVATE SECTOR ENTERPRISES:

In the private sector, formal pay arrangements typically follow a two-tiered model. There are no functioning unions in many industries; therefore collective bargaining is not available. However, unionized companies engage in enterprise-wide collective bargaining. Non-managers, on the other hand, have a separate compensation structure. In the absence of a legal necessity or state legislation, the company's management determines the remuneration structure for managerial staff unilaterally, without government interference. Managers in the private sector in local organizations do not have a wage structure. It is common for a manager's compensation to be set by the organization for which they work. Collective bargaining agents consult and agree on an employee's remuneration structure before it is finalized (CBA). HR policies and management-labor agreements dictate that most organizations have 8 to 12 pay scales/grades. The compensation structure for managers is usually one, whereas that of non-managers is sometimes rather distinct. A lack of legal responsibilities or state legislation means that the remuneration structure for managerial employees is decided unilaterally by the company's management, without any participation from the government. There is no salary structure for managers in the private sector in local organizations. Organizational chiefs negotiate with department leaders to set the salary of managerial workers, as is standard procedure. Consulting and agreeing on compensation for non-managerial personnel is the responsibility of Collective Bargaining Agents (CBA). As a result of organizational HR policies and management-CBA agreements, non-managerial employees' pay scales/grades often range from 8 to 12.
Positions with better educational degrees are given a higher rating. Bangladesh's conventional manufacturing sector employed an estimated 26 percent illiterate employees before 1992. However, due to the lack of union negotiating power, most private sector employers dominate this process unilaterally.
4.7: TRENDS IN BANGLADESH’S HUMAN RESOURCE MANAGEMENT:
Human resource management (HRM) in Bangladesh is comparable to traditional people management practices, but there have been advances in recent years (Absar et al., 2014; Khan, 2013). Human resource management (HRM) is becoming increasingly significant in Bangladeshi organizations. In many large companies, HR departments have already been created and HR specialists have been hired with the necessary education, abilities, and experience to carry out their duties. The head of the HR department has been elevated to the level of corporate board members in a few organizations. Government erected the Bangladesh International Convention Center with World Bank assistance. In the Most public and private colleges in Bangladesh currently offer Bachelor of Business Administration (BBA) and Master of Business Administration (MBA) degrees with a human resource management concentration (HRM). The Institute of Personnel Management (IPM) and the Bangladesh Society for Human Resource Management (BSHRM) were founded by HRM specialists to advance the HRM profession and the growth of human resource practitioners. As a result, in recent years, attitudes of workers and unions toward private sector organizations have shifted. Numerous firms have taken the initiative to resolve industrial disputes, allowing unions and management to collaborate at the plant or sector level without the need for federal or state action. Employers and employees alike saw this as a beneficial development.
4.8 HRM PRACTICES IN BANGLADESH: FUTURE CHALLENGES:
Women, disable people and groups of minority continuously facing barriers of employment. Significant challenges are facing by HR managers to adapt inclusion issues and management of diversity. It changes the whole policy of employment like health measures, working hour, safety measures, child-care facility and work life balance. There are so many rules and regulations about these emerging issues. Application of these laws in male terrible society and graded society is tough task. As Bangladesh shifted from developing economy to emerging economy, people’s choices, their expectations, norms are shifted as usual. The IT rebellion and multiculturalism, people are faster and growing about task and other facility. Our earlier peer group very much careful about their security of job, their savings, whereas the current peer group are careful about work safety, environment of works, importance of work etc. women are progressively go in for labor force. HR managers of Conglomerate Company on Human Resources Management practices, the world become closer because of it. Many multinational companies are growing fast than their domestic competitors, according to their monetary presentation. For progressing Human Resource practices, multinational companies are shining example, and the local companies are attend to footfall.  
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5.1: HUMAN RESOURCE PRACTICE IN UNION BANK LTD

People's resources the ability of Union Bank Limited to go above and above in bringing about ongoing adjustments for the benefit and achievement of the bank's mission is its biggest strength. "The Right Person at the Right Place at the Right Time with the Right Position" is the goal of HRD, which promotes long-term organizational growth through effective employee engagement. The human resources department plans and manages the organization's recruitment and selection process, as well as compensation, training and development, and performance evaluations. Human resources department at Union Bank is also well-equipped with cutting-edge technological support which contributes to their enrichment. 
In order to meet all HR needs for employees and HR officials, Union Bank relies on Era-i-ORBITS InfoTech's HRD system. Employees from various departments can communicate with one another. Use the HRD system for any form of enquiry, such as a leave application, transfer order, or discharge order, as well as training, remuneration, and other concerns with the headquarters. Union Bank Ltd. has its own training center. Training Institute (UBLTI) to prepare its workers for any form of banking training required to improve their effectiveness. Various sorts of training are organized by the Human Resources Department (HR). Employee trainings are arranged at the Union Bank Training Institute (UBLTI) or at different training institutes, such as BIBM, BBTA, and so on.

5.2: Major Functions of UBL HR

· Choose the best employees for the organization by recruiting what will be the best useful of the company's human resources.
· For evaluating and rewarding individual employee performance company need to managed Performance Appraisal Systems.
· Developed Human Resources policies that benefit get both the employees and the organization;
· Coordination and supervision are the most important things, the policies, and program implementation through Human Resources Department members, identifying opportunities for improvement and resolving any discrepancies;
· Creating, directing, and managing a company-wide organizational development process that addresses issues such as succession planning, job rotation, and key employee identification and retention etc.

5.3: MAJOR FOCUS: 



5.4: RECRUITMENT AND SELECTION PROCESS OF UBL:

All Bangladeshis have equal employment opportunities at Union Bank Ltd. In general, the bank's recruitment policy is determined on a case-by-case basis by the board of directors. The minimum entry level qualification for any official post is a Master's degree. For the role of Junior Officer, Management Trainee Officer, Union Bank recommends candidates with a minimum Master's Degree or MBA in any discipline (MTO). The Bangladesh Institute of Bank Management or the University of Dhaka's Institute of Business Administration administers and supervises the MTO recruitment process (BIBM). Successful candidates are called to a personal interview with a panel of experts made up of well-known and influential bankers from across the country after clearing the written exam.
5.4.1: Recruitment and Selection procedure for Entry level Position: 
· Job Analysis
 Job analysis generates data for the creation of job descriptions and job specifications.
The following are the goals of the job analysis
i. Recruitment and selection process
ii. Compensation
iii. Training
iv. Performance Appraisal
v. Discovering unassigned duties
[bookmark: Pg21]Union Bank Ltd. is conducted the job analysis by using job analysis, they attempt to inform about the job's actual work activities. Once a year, It conducted a job analysis. It is, indeed, a time-consuming procedure. It may take several days to interview five or six employees, with their managers present to explain the process and the purpose of the analysis.
· Job description 
As a result of a job analysis, a job description is developed. Each employee is required to sign a written declaration that includes information concerning job-related activities, tasks and obligations, and the working conditions under which they perform their jobs. Union Bank maintains a written statement that includes job-related activities. 
· Job Specification 

A job specification is a document that specifies the information, skills, education, experience, and abilities you believe are necessary to execute a certain job. Included in this section is a detailed description of the job's features and a list of the job's knowledge, education, abilities and experience requirements. Union Bank Ltd tries to customize this process based on the vacancy.

· Submission C.V
Candidates see the circular for a job on an online job portal such as Bdjobs.com, LinkedIn, and Face book then go to the following link for submitting their updated CV, with passport size photograph and references also needed.
· Preparation of preliminary list 

Union Bank's selection committee is shortlisted the CV and they see to their chosen educational requirements for the positions listed below:

5.4.2: Management Trainee Officer
 
· Subjects: The applicant must have a four-year honors MBA/MBM/degree Master's from a reputable public or private university.
· Degree Requirements: The candidate must have Minimum CGPA 3.00 in the scale of 4 and Minimum CGPA 4.00 in the scale of CGPA 5.00. His/her academic career shall not end with a 3rd division or class ranking. 
5.4.3: Junior Officer 
[bookmark: Pg22]
Required masters’ degree from any public university or UGC approved private university.

· Conducting written test 

After the initial screening, candidates are invited to sit a written exam. This exam is administered by the IBA or BIBM, depending on which organization is administering the test. English, Bengali, Analytical ability, computing, Mathematics or general knowledge could be the subject matter of the written test based on the question format.

· Employment interviews 
The interview was set up by the selection committee. Those who were chosen in the written test selection panel were contacted by phone or email to schedule an interview. The interviews are always conducted in person. However, the Management committee will determine the viva-voce qualification marks.


· Physical fitness for employment 

It is a requirement of the selection process that Union Bank performs physical health screenings of all employees. Union Bank is committed to conducting physical examinations to ensure the health of its employees, despite the fact that it is a time-consuming process.



· Appointment and placement 

The appointment letter has been issued by management and the selection committee to a person who is physically fit according to the medical test. When a new employee is hired by the bank, the head office places them in a specific branch or division for a probationary period.


5.4.4: Training and Development: 

For present or future employment, training is the systematic process of offering opportunities to learn KSA (knowledge, skills, and abilities). In addition to new hires, the business offers training to its entire existing staff. Aside from providing knowledge and skills, it can also help employees improve their performance. This connection between theoretical knowledge and knowledge required for a job is made possible through training.

· The process of training:

Training is the method of teaching new employees fundamental skills so that they can apply those things on the job. It is a process that provides employees with basic ideas or background information about the company & gaining extra knowledge is also part of training.
Training processes are: 

1. Training Needs Analysis (TNA) :

· Organizational analysis: Establish training objectives and determine the organization's training needs in relation to its long-term goals.
· Job analysis: In accordance with the job description and work specifications, determine the training requirements for the position.
· People analysis:  Decide who needs training and who does not & who might be interested in becoming a trainee.

2.  Instructional design: Set up training objectives, decides what to train, identify trainees and trainers, select training materials, the training methods and create a training budget.


3. Validation: It is important to validate a training program before it is put into effect. A small group of trainees can be used to evaluate the program's effectiveness.
4. Implementation:  Work in groups is required for implementation. Appoint a program manager, create program management guidelines, and provide logistical support for the training program.
[bookmark: Pg24]5. Evaluation: Following the training, the entire training process is evaluated.
 Some major training providers are:

· UBLTI (Union Bank Training Institute) 
· BIBM (Bangladesh Institute of Bank Management)  
· BBTA (Bangladesh Bank Training Academy)  
· BAB (Bangladesh Association of Banks)

· Function of UBTI: 

Union Bank Training Institute has trained bank officials and implemented a need-based training program. The training courses are for junior/assistant officers and newly recruited management trainee officers; Training Institute offers a variety of workshops on specific topics to assist employees in developing their competency skills.

· [bookmark: Pg25]Training Techniques followed by UBL:

A training program is developed for both newly hired and current staff after an analysis of the training requirements has been completed by UBLTI.
The majority of organizations employ one of two types of training and development strategies:

· ON THE JOB TRAINING.
· OFF THE JOB TRAINING. 




· On the job training: 	

The Union Bank head office used newly hired employees were placed in real-life work situations in order to improve their efficiency. It involves apprenticeship, rotational employment and unique missions. 
 
· Job Rotation 

Jobs are rotated across various departments within a corporation. In order for managers to have a complete understanding of how various divisions operate, Union Bank rotates managers' positions. In this pandemic situation, I saw how nicely UBL rotate by employee’s own facilities. 

· Apprenticeship
It's similar to an entry-level position in which representatives are provided a standard by capable workers or bosses to apply the imagined notion in the alliance where it's needed.


· Coach or Understudy 
Management is taught by supervisors and senior officers who also serve as mentors. While a result, personnel not only learn the job through observation, but also receive immediate feedback on pressure areas as they perform the job, allowing them to make adjustments as necessary.
· Conference and Seminars
It is not uncommon for a leader to be asked to attend a meeting, training class, or workshop in order to gain a rapid direction in various management areas that are new to him. This form of training has the added benefit of allowing members of other organizations to discuss their views. Cooperatively, psychologists must study psychology.
· Role playing
The teacher employs this strategy to gather students by allocating parts from case materials. One reason for this is a greater level of compassion and affectability. I was in charge of updating the files during my internship at Union Bank.

· Off the job training: 

Union Bank Ltd's training institution provides off-the-job training to newly hired and incumbent officers. A number of seminars and workshops are held at Union Bank by outside subject matter experts for its personnel. Due to the fact that it is a banking industry, Bangladesh Bank experts and industry specialists supply useful, relevant information. The lecture method is widely employed in this strategy. Through reading assignments and hands-on experience, the lecture emphasizes on comprehending rather than delivering knowledge and skills to the audience. As a result of a specific necessity, such as the implementation of new rules and regulations, this training is provided.
Sometimes, off-the-job training is given to update knowledge and to move towards a new job. Orientation and a foundation course are provided to new employees. In addition to classroom lectures, Union Bank Ltd's training institute uses a variety of other techniques such as conference, demonstration, case studies, programmed instruction, and computer-based training.

· Training Materials
 
Training materials are as like as instructors, facilitators, and students use in a training environment. These materials save the information needed by the learner to complete tasks and help trainers and trainees improve the effectiveness of training.

The materials are that Union Bank Ltd uses for providing training are given below: 

1.  Manuals of instruction
2.  Tools for training

Union Bank Ltd, as previously mentioned, provides employees with on-the-job, lecture-based, and off-the-job training, among other things. For all types of training, they use a white board, projectors, training curriculum, software, handouts, lectures, a computer, the internet, a power point remote, a sound system, and other general tools.

Advantages of employee training: 
· If the employees are well trained, they can be achieved their goal,
·  It is hoped that employees will be more motivated in their work.
· Training will be successful if they handle any work effectively.
[bookmark: Pg27]
5.5: EVALUATION PROCESS: 

During the training process, it should be evaluated several times. Goals of a training program are used to evaluate newly acquired talents. In the event of any discrepancies, the training program is modified to align with the new goals set forth. Due to a failure to monitor progress, many training programs fall short of achieving their goals. As long as the training is reviewed on time, it stays true to its goals. A systematic process is collecting of, reviewing, and applying data to answer questions about initiatives, policies, and programs. In general Quantitative and qualitative methods of social research may be used in evaluating training. Among other things, it is important to examine how well training has affected productivity and efficiency, if trained employees have changed their behavior, the information obtained from the program, and the trainees' attitudes to it. The Union Bank has reviewed the training program.

[bookmark: Pg28]UBL uses the Kirk Patrick’s Model, There are four stages of the Kirk Patrick’s Model; as follows: 
· REACTION
· LEARNING
· BEHAVIOR
· RESULTS
Level 1: Reaction
Employee satisfaction with the training, the trainer, and the facilities is measured by response. Usually Union Bank Ltd measures it via a questionnaire, but it can also conduct a verbal interview. The employees take a decision based on feedback from their employees and when the employees have negative feelings about the program they are unlikely to be interested in training or to receive anything useful from those employees who attended it. As the number of Union Bank trainees’ increases over time, they typically collect feedback using a questionnaire.
Level 2: Learning 
An employee's performance is reviewed if he or she has never learned anything previously. Using tests or demonstrations or simulations to evaluate training based on abilities is an option. Employee conduct will not alter if they unaware of the situation. Employees may be expected to perform specific tasks or demonstrate certain skills throughout training.

Level 3: Behavior 

When employees receive training, they are evaluated on their performance on the job. Employees at Union Bank are asked to complete this exam to determine whether they are doing things differently. Supervisors, employees, assistants or customers can submit 360-degree feedback for a better understanding of the company's performance.

Level 4: Results 

Training results are evaluated in terms of their impact on productivity, efficiency, quality, customer service, and any other relevant criteria. Training programs are evaluated to determine if the workforce and organization as a whole have benefitted from the programs, and if employees have obtained new or improved abilities or knowledge as a result of the programs. In order to analyze this, it is necessary to calculate turnover rates, employee morale, staff productivity, profit levels, customer complaints, the quality of employees, as well as the departments within the organizations.

5.6: PERFORMANCE APPRAISAL SYSTEM IN UNION BANK LIMITED 
[bookmark: Pg30][bookmark: Pg31]A person's performance on the job is evaluated in order to determine and convey how that individual performs, as well as to develop a performance improvement plan. In order for managers to make successful administrative decisions about employee promotions, payments, and compensation increases, it is essential that they have access to the information they need. For this reason, all organizations must conduct regular performance evaluations. Union Bank Limited's current performance assessment methodologies are examined in this study. Evaluating an employee's impact to a company's bottom line can be done in this way every year. Union Bank offers a performance evaluation program to analyze the performance of its leaders, officers and staff. Every year, the performance of regular employees is evaluated. Upon arrival, the newly hired managers will receive a three-month training program that includes both practical and theoretical components. Direct and indirect functions are included in the evaluation criteria for training management trainee officers. Included in the list of direct functions are banking in general, credit management, as well as foreign and investment activities. This includes wardrobe sensitivity, timeliness and attendance as well as the way in which one works with colleagues and customers. It also includes the ability to communicate effectively, perform exact work, be willing to learn and cooperate with others on new projects. It is based on Avg. Each trainee's performance on each criterion was rated as poor, average, good, very good, or excellent. Actually, Union Bank employs a graphic rating scale method in which a rater describes an employee as falling at 5 points on a performance scale, such as poor, average, good, very good, and excellent. The scale point has been assigned (5 points for excellent to 1 for poor). Summing the ratings across all dimensions rated yields the total score for an employee.

5.7: REMUNERATION POLICY & BENEFITS: 

Union Bank’s remuneration policies are: 
·  The Bank's strategy is logical.
· Attract and retain talent.
· Market-relevant and cost-effective.
· They are fair, consistent, and open internally.
· Financial well-being and risk management objectives of the Bank on a long-term basis.
· When performing their duties, ensure that risk independence and risk control professionals are not compromised.
· Compliance with corporate governance requirements is a prerequisite for them.
The Union Bank's Remuneration Committee, which oversees all employee compensation, is made up of the Board of Directors and the Executive Board, respectively. About the Bank's payment policy, the Bank's management committee offers recommendations to the Board of Directors. The functions of the Remuneration Committee include a general governance matter which includes: 
· Perform regular reviews and advise the Board on pay policy for the Bank. This shall include an evaluation of the effectiveness and compliance of the compensation policy.
· Advising the Board on the remuneration of Board Directors and the CEO on an annual basis.
Union Bank Ltd. Compensation Committee oversees Senior Management and all other staff remuneration. A Senior Management position is defined as follows for the purposes of this remuneration disclosure:
· Managing Director.
· Additional Managing Director.
· Deputy Managing Director.
· Senior Executive Vice President.
· Board Secretary.  
· Head of HRD.
· Risk & Compliance Manager.
Key features and Objectives of the Remuneration policies are as follows:
· Motivate & competent workers should be retained.
· Attract Senior Executives who have such a good knowledge and experienced also and capable to increase growth while maintaining company’s stability and financial soundness.
· To encourage the right behaviors, they promote to long term soundness of financial positions and create risk management framework.
Ensure Remuneration arrangements and remain, compliant with Corporate Governance requirements. In determining Remuneration, the committee uses the following information supplied through the Remuneration surveys:
· Remuneration is set on the basis of employee job position.
· Comparative data on salary across all roles, including Directors, within the industry.
· Organizations of similar Asset Size were compared to determine their compensation levels.
· For the Bank and business lines/segments, the Board sets Key Performance Indicators (KPIs) and approves the annual budget. To achieve those aims, the management selects appropriate methods, methodologies and strategic planning (with the Board's consent/approval). Achievement of loan, deposit and profit targets with thresholds for NPL ratio, Cost-Income ratio, Cost of Funds, yield on loans, provision coverage ratio, capital to risk weighted asset ratio, RETURN ON EQUITY, RETURN ON ASSETS, liquidity position (maintenance of CASH RESERVE RATIO and SINGLE LENS REFLECTS) are the most common KPIs used by financial institutions.
· As per defined standards, each employee's remuneration is dependent on their unique performance. It is also linked to/affected in the same way by changes in total compensation for the entire Bank.
· If performance metrics/scorecard are weak, no general adjustments are made.

5.7.1: Bonus and Benefit 
a) Performance Bonus:

Union Bank offers a profit-based performance bonus; a certain percentage of pre-tax profit shall be reported as a performance bonus by the higher authority and the board.

b) Festival Bonus
Two bonuses are awarded every year to each permanent employee. One is only for Muslims during Eid-ul-Fitr and another during Eid-ul-Adha, while other religious employees get this bonus at their respective festivals. Union Bank offer a further festival bonus in Bangla New Year. It is based on the basic compensation of employees, which is usually a very high amount.

c) Gratuity fund
The death benefit that an employee receives on retirement or on resignation is referred to. The Union Bank provided it to regular and permanent staff who worked in a row for a minimum of 10 years. The basic salary of the previous month is calculated by multiplying by the number of years of service.

5.7.2: Leave Management: 

1.  Annual/Earned Leave
Any untaken leave can be claimed when leaving the organization. For example, Union Bank shall provide 30 day vacation periods, ten days of which shall be taken every year as a consecutive vacation.

2.  Casual/Sick Leave 

Typically, Union Bank employees are allowed 10 days of sick leave per year, including non-working days. However, depending on the severity of the illness, the time can be extended.



3.  Maternity Leave 

In fact, this vacation was granted to women who have served for 6 months for a period of one year in the organization. This is a paid leave that can be extended without pay. In the majority of organizations, it is not offered more than twice.

4.  Exceptional Leave:

[bookmark: Pg33]Employees are permitted this form of leave for any unavoidable and unique condition, such as marriage or seeking medical care in another nation. Otherwise, there have no chance to get this leave.

5.8: CAREER DEVELOPMENT IN UNION BANK LTD 
Career development is the process of increasing an employee's capability and potential for progress and career transition. As a result, it is a systematic process of directing human resource mobility through an organizational hierarchical position. Union Bank Ltd offers an interesting career growth opportunity to its workers. Human resource development, proper training methods, and job restructuring are Union Bank's top priorities. Union Bank Limited acknowledged that producing and motivating employees are a prerequisite for leading with their clients, shareholders and on the market it serves. UBL treats every staff with dignity and respect. The Bank's human resources pay off job satisfaction, opportunities for promotion and proper recognition of superior performance.
Fig: A POSSIBLE CAREER PATH IN HRD OF UNION BANK LTD
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6.1: SWOT Analysis 

SWOT analysis is the best way to know about overall company.

6.1.1: Strength: 

· Recruitment process: As per I know, Union Bank recruit talented candidates from the market through proper selection process; which is very strong decision for them.
· Performance measurement: I talk about UBL; their main strength is measuring performance effectively, as well as to share with employees about their performance.
· Training and development: On the other hand, Union Bank highly focused on training and development of employees which helps to improve any employee personal development and increased organizational productivity;
· Compensation policy: Employee gets their salary what they deserve. 
· Leave policy: When I was doing internship, I got leave when I wanted; so it is very much sure about leave is also a big strength of Union Bank Ltd.
6.1.2: Weaknesses: 

· I came to know that UBL HR division is very tiny part of the organization than employees; so they can’t recruit enough people for the organization. On the other hand, No research and development division have in this bank.
· There have no permanent trainer in the organization, UBL hire expert people to train the employees.
· As mentioned above, they gets salary what they deserve; but when I was there I saw some employee who was not happy with their salary, May be UBL didn’t understand their expectation of salary. 
6.1.3: Opportunities: 

· Some efficient and experienced employees are selected for giving fast service.
· I got opportunity to talk with clients about the service of UBL. 
· Any employee who is well trained, he gets opportunity to handle critical issues of the organization.
· When I worked at UBL, I saw one of the most talented employees whose performance was best in whole branch, that’s why he was able to work with branch manager.



6.1.4: Threats: 

· Union Bank recruits less people on the basis of strict policy which is the main threat of organization.
· As I knew that UBL can’t arrange enough training session, so ultimately the result of employee’s performance is slowly narrow down.
· UBL don’t pay expected salary and bonus, so employee turnover rate is highly increased. 

6.2: Findings:
 
· A structured HR team has in Union Bank who completed any hard task easily. They are like as challenges team whose ambition is doing work perfectly.
· The relation between the employees and management level are very good; when I worked there, I saw how much friendly they were, they enjoyed the moment of 9th anniversary of UBL. 
· After completion of 10 or 15 years; UBL offer benefits for their services to customers; Most of the employee get promotion for their creative working.
· Staff receives festival bonuses and incentives throughout the year.
· Employees are getting inspired from all those things.
· Every employee is dependent on IT support team, if the team isn’t doing their work in a time, which will be affected badly on overall organization. So they should be awarded about giving service to the customer.






Personal Analysis 


[bookmark: Pg39]	
As far as I can tell, UBL provides every employee with the resources they need. Depending on the purpose, they can be either training materials or self-directed task resources. While UBL provides its workers with a wide range of facilities and benefits (such as housing allowances and medical benefits), its customers enjoy Internet banking, ATM banking, and other services.
This has resulted in higher performance from UBL staff, which is delighted with their jobs and gives their all. Employees are compensated based on their performance and merit. Analysis has led me to believe that UBL is growing rapidly and has the potential to achieve great success in the future on all fronts.
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RECOMMENDATIONS

Although UNION BANK has established itself as a well-established domestic commercial bank in Bangladesh, we believe that the Bank should improve certain policy procedures relating to general banking, recruitment, training and development programs.
· Union Bank should open more ATM booths;
· There should be more variety in its products and services.
· All these organizations should use their own external recruitment efforts, such as the job fair for gaining external knowledge. By arranging career development program that support on educational programs that refer to a more diverse pool of talent.
· They must focus on proper strategic planning, which aids in forecasting employee demand and attempting to avoid employee shortages.
· The aims should be strong that can reach in organization’s goal successfully. Union Bank Limited may develop HR software to update staff; the types of skilled staff; and the expectation that qualifications such as other MNC banks may be required for future employees;
· Union Bank employs Ababil banking software, which is not all-inclusive. As a result, they must require comprehensive and advanced banking software.
· As a result of the 360 degree performance appraisal method, branch managers, supervisors and For the HR Division's department, it's vital that subordinates review each other's performance.


[bookmark: Pg40][bookmark: Pg41]CONCLUSION

To summarize, HUMAN RESOURCE MANAGEMENT is critical in every organization and bank; while Union Bank's HR policy, banking system, and initiatives are yielding positive results, no organization can achieve its goals or be sufficient unless it fulfills delegates. At Union Bank, setting the standard for reasonableness, job satisfaction, and business progress is critical. In addition, the bank is pleased with its employees. Banks pay well, but it is not always necessary in relationships with different business banks. Nonetheless, the unprecedented social relationships in the workplace, as well as the benefits of UBL representatives, are both appealing.
I think that if the above recommendations were followed, they would be even more fruitful. Union Bank's recruitment and selection process, training programs, and initiatives to improve employee quality and ensure that they work to their full potential have produced positive results, demonstrating that their investment in their employees has not been in vain. However, if the upper mentioned recommendations are implemented, Union Bank will achieve even better results.
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Everyone who works at UBL has access to the necessary resources.
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All benefits are provided by UBL to employees in a new fashion.


UBL evaluates employee performance on an equitable basis.
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