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[bookmark: _Toc69505948]                                                        Executive Summary

The current internship report has been titled as HR practices of Jamuna Bank limited. To conclude the investigation, the information is divided into eleven chapters. Jamuna Bank limited is bank of recent generation. it's committed to produce top quality money services/products to contribute to the expansion of gross domestic product of the country through stimulating trade and commerce, fast the pace of manufacture, boosting up export, making employment chance for the educated youth, economic condition alleviation, raising customary of living of restricted financial gain cluster and overall property socio-economic development of the country.
Jamuna Bank Ltd. offers an entire vary of informative, funding and operational services to its company consumer teams combining trade, treasury, investment and transactional banking activities in one package. Whether or not it's project finance, term loan, import or export deal, a assets demand or a forward protect a remote currency group action, our company Banking Managers can provide you with the correct answer. The Bank is being managed and operated by a bunch of extremely educated and skilled team with distributed expertise in finance and banking. The Management of the bank perpetually focuses on understanding and anticipating customers wants. The state of affairs of banking business is ever-changing day by day, therefore the bank’s responsibility is to device strategy and new merchandise to address the ever-changing setting. Jamuna Bank LTD.
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 INTRODUCTION
The Bank is the central point of economic development and keeps the wheels spinning and play a vital role in ensuring the nation's economic development. The current situation of Asian nations calls for the development of the financial sector. Banking is among the most challenging areas to make improvements on. One method to improve the bank's condition is to start fad-driven, skilled programs that are designed to enhance the effectiveness to control social issues.
To finish the BBA program that was approved by faculty members of the Business Administration, United International University Bangladesh I was required to take three months of course which could be a perfect introduction program for students and help them to become managers develop their careers as highly skilled professionals that are unbeatable.
After having completed the internship program during my time at Jamuna Bank Limited, I was assigned to create a report on "Human Human Resources practice of Jamuna Bank Limited." This report will provide an overview of the day-to-day operations of the bank. The report seeks to clarify the role of branches of a business bank and provides suggestions to increase the effectiveness of some of these tasks.
The principal objective of this research is to find the most efficient way to use trial and trial. The poster bank is able to fulfill the requirements in the Human Resources apply of Jamuna Bank Limited.


Background of the study
Academic data is far from being useful information. It's not possible to use all teaching resources in a corrupted context. The institution is usually efficient in calling for social control and also keeping up with the latest global business developments, not the theoretical aspects taught in schools. However, the world is becoming more divided with the passing of time because of the horrendous technological advances in electronic equipment as well as simultaneously.
[bookmark: _GoBack]Banks play an important role in both business and commercial industries and in the industrialization process of a country. They typically take deposits from customers in exchange for interest and later lend them to borrowers to the amount of the stop. In these circumstances banks offer a variety of options for interest rates and other alternatives. are available to every bank, however, their customer services and other options vary from bank banks. Within the United States, there are four types of banks. There are four types of nationalized banks: financial institutions and personal full-service banking (Islamic and conventional) and foreign full-service banking (Islamic and traditional).
Origin of the Report
This report is designed to give associate degree students an understanding of actual-world situations. You will be able to see and assess the practical application and meaning of the theories that are taught during this BBA program. In my postgraduate studies, I will not be designated to Jamuna Bank restricted (JBL) situated at Narayanganj Branch, Narayanganj, to research the applications of the theoretical knowledge. The final document that contains an exact analysis and possible solutions to the problems that the bank has is needed by the "Ishrat Sultana, Assistant Professor" supervisor of the post-program United International University Asian country.
Rationale of the study
Because of the increasing competition in the form of business banks and the expanding economy, the expectations of consumers are higher than ever before. To be flexible in any area, one has to set up every element of that home. This is why I chose to follow the Human Resource Management (HRM) to follow the model of Jamuna Bank restricted (JBL) because HRM is the most fundamental area of a company. Without HRM, is unable to achieve its goals effectively. I try to establish the entirety of HRM at JBL including their procedures and policies as well as their recruitment and alternative methods, work and development programs, performance, and as well as compensation and employee benefits.
1.4 Objectives of the study
1.4.1 Primary Objective:
The main goal of this report is to submit reports, in order to achieve the requirements of my BBA program, as well as to search for the Human Resource Practices employed by JAMUNA Bank Limited.
1.4.2 Secondary Objective:
The purpose of this report is as follows:
to gain experience in how to implement the overall Human Resource Policy within Jamuna Bank Limited.
To be aware of and understand the numerous services offered through the institution to their clients.
Examine the ways in which JBL has adhered to its duties and regulations and has established a great connection with its customers.
To bring attention to the issue and offer necessary recommendations to tackle the problem.
to evaluate the operation and activities of the banking institution.
We are looking at the latest performance for the Bank.
For more information about methods of deposit and credit management used by the banking industry, and to assess how banks are implementing the Credit and Credit Scheme.
To identify the weak points and weak spots that could create a barrier to financial management that's effective and effective.
To investigate Human Resource Division by Jamuna Bank Ltd.
To be aware of the requirements and demands of HRM.
In order to determine the degree of satisfaction, the customers get from the products and deposit programs that the institution offers.
The marketability of different options and financial products offered by JBL. JBL.



1.5 Coverage of the study
The study is based on my observations and research from my internship within the Human Resource Practice of Jamuna Bank Limited in its Narayanganj Branch. The report examines both the Human Resource Department and the Human Resource Department of Jamuna Bank Ltd.
1.6 Methodology & Sources of the data
The purpose of this study is to find out the guidelines and policies that are in the Human Resource Practices for JBL. Some of the documents, reports as well as websites are also reviewed. To make the study valuable and understandable primary and secondary sources of data were used.
· Primary Sources.
· Secondary Sources.
The way I used these sources to collect details is described briefly bellows.
· The main sources are:
Face-to-face conversations with appropriate officers, executives, and staff members from the Branch.
· Informal exchanges of information with clients.
The work-related tasks are exhibited from various desks of the departmental offices of the Branch that are documented.
Study of relevant files, that are provided by the concerned officers at each desk in the department I've been employed by.

"Secondary Sources," or "Secondary Sources" of data and information include:
The Annual Report of the "Jamuna Bank Ltd"
The materials published include many books, numerous articles on "General Banking Functions," "Foreign Exchange Operations," and also "Credit Policy."
Different "Procedure Manual" Published by JBL.
The Director Office for JBL & Bangladesh Bank.
I usually used informal questionnaires made up of open-ended and closed-ended questionnaires to collect the information. Discussions with groups and individuals were also methods to collect information. By visiting their website, I found their most recent financial statements.
1.7 Limitation of the study
This Internship Report is my first assignment that is not part of our course and in real life. I am a student in the Faculty of Business Administration recently completed my formal studies. Once we've completed our academic knowledge but the application of that knowledge in the regular classes is difficult. Thus, when writing this report, our lack of knowledge greatly influenced our performance. Furthermore, I have to be aware of other limitations such as:
1.8 Time Limitation: 
The study's time frame was not enough to produce an extensive report.
Not enough information
It was difficult to collect the necessary information to evaluate the performance of different credit and banking institutions. So, I was unable to gather all the bank data needed for a complete presentation.
Inexperience:
Experiential knowledge is what helps people become productive. It isn't enough to finish my studies as I don't have any familiarity with this study. My lack of experience creates difficulties when it comes to applying the systemic approach and the methodological research approach.
Inadequate Information
Information that was up-to-date was not available.
Insufficient data: There are not enough books, books with facts and figures aren't readily available. This restricts the field of analysis to be precise. If these limitations weren't in place, the report would be more appealing and valuable.







                                                           Chap: 2
Pandemic situation
As per Bangladesh Bank statistics, 27,237 bankers from business banks were infected by a coronavirus. 143 bankers were killed by covid-19 from June 2021 to date. The amount of NPLs increased by 7-members to reach Tk. 950.85 billion during January. In January, 950.85 billion were spent by Jamuna Bank employees affected by Covid-19, which impedes the normal banking process. It is the government's decision to ban banking. The people's Republic of Bangladesh declared universal holy days across the country to combat coronavirus starting on March 26, 2020. The bank announced to. within the Covid-19 amount that banking activity is taking place but at a slow pace. Through this period the risks to banks' credit increase and banks are facing the problem of a capital deficit, which is reducing the number of individual investments and are not able to perform their economic activities in a continuous manner. Additionally, bank workers are often affected and deaths are happening in an uncontrolled manner. The moment is a very difficult time for Bangladesh's economy to be in a state of crisis. Bangladesh --Bangladesh. More Non-Performing Loans Bangladesh The banking sector has currently faced a range of difficulties, including single-digit cost per unit, a down deposit ratio, corruption poor governance and liquidity issues, a decline in the confidence of depositors, and low deposit rates and rumors of bankruptcy. large default loans. The assault of the terrible and horrible Covid-19epidemic is displeasing banks that are owned by the government (government) commercial banks that are located in Bangladesh. Within the Covid-19, the majority of sufferers suffered greatly. They're not carrying out their routine actions in the right way. Industries, educational establishments businesses, educational institutions, non-financial and financial organizations are closed in full or completely during the time of imprisonment. In the event that the lockdown is complete, does not appear to be a success, the organizations will be performing their duties in a proper manner. Schools are closed at the moment. Business, industry, financial and non-financial organizations carry out their business, but they're not able to do so. The government is the first priority to shield the population from the spread of this disease. Based on the notion of the affected rates the world was declared a lockdown zone as a red. Under the new lockdown condition of affairs, all banking and others. operations are either completely or par-tally included in the. The regular income of the people was diminished, which means they can save only to sustain their lives. Many people stay at home and protect their families first. In the end, banks don't receive the right deposits from their customers. BRAC is the biggest non-governmental organization in Asian countries that conducted a survey of Covid-19 on its own.













                                                            Chap: 3
                                           ORGANAIZATIONAL OVERVIEW 
3.1 Background of JBL
Jamuna Bank Limited is a well-capitalized, New Generation Bank with an authorized capital and a Paid-up capital of Tk. 4000.00 million, and Tk.1622.00 million, respectively. At present, the bank has 64 (sixty-three) branches. The bank's service center and units will be open at critical locations to the economy in the next year.
Jamuna Bank Limited is a rapid-growing small-scale private bank operating in Bangladesh. It is a third-generation bank that is a private commercial bank. It has created a brand new perspective for itself in the banking industry of Bangladesh about service to its customers. The bank has grown and strengthened its customer base, both of its main business areas and retail banking.
The bank handles all kinds of bank transactions to help the country's growth of commerce and trade. JBL's services can also be used by entrepreneurs looking to set the foundation of new ventures and BMRE manufacturing units.
To offer clients assistance in international trade, the company has established extensive correspondent banking relationships with foreign and local banks that cover major financial and business centers in the United States and abroad.
Jamuna Bank Limited is operating branches that offer traditional interest-based banking and the Islamic Shariah Principle based on Banking. The bank begins Islamic Shariah-based banking by opening an Islamic Banking Branch at Nayabazar, Dhaka. Its Islamic Banking operations are entirely distinct from conventional banking.
The hours of operation at the bank are from 10:00 A.M. To 6:00 P.M. from Monday to Thursday, with a transaction time of 10.00 A.M. to 4:00 P.M. The Bank is closed on Fridays and Saturdays and government holidays.


3.2 Vision of JBL
To become a leading banking institution and to play a pivotal role in the development of the country and service so that sustainable growths, reasonable return and contribution to the development of the country can be ensured with motivated and professional work-force. Jamuna Bank’s aim is to satisfy customers with high quality service that reflects the global image as the premier international bank, to become a leading banking institution and to play a pivotal role in the development of the country.
3.3 Mission of JBL
To satisfying diverse needs of its customers through an array of products at a competitive price by using appropriate technology and providing timely service so that a sustainable growth, reasonable return and contribution to the development of the country can be ensured with a motivated and professional work-force.
3.4 Objectives of JBL
· To keep and earn CAMELS Ratings Solid.
· They are establishing relationships in banking and improving the quality of service through the development of marketing strategies.
· To be among the top banks in Bangladesh about profitability and asset quality.
· Incorporate fully automated systems through the integration with Information Technology.
·   To ensure a sufficient amount of returns on the investment
· To keep the risk level within an acceptable level (including any the risks on balance sheets)
· To have enough liquidity in place to cover maturing obligations as well as commitment.
· To sustain healthy business growth and to maintain an image that is desired.
· To ensure that adequate control systems are in place and to ensure transparency in the process.
· To build and keep the best employees by implementing an efficient Human Resources Management System.
· To maximize the use of all resources available.
· To implement a method of managing by ensuring compliance with clinical standards, transparency, and accountability
3.5 Values of JBL:
 The value of  Jamuna bank Ltd.   “Your Partner for growth”.
· Customer Focus
· Integrity
· Teamwork
 	Respect for the Individual
· Quality
· Responsible Citizenship











CHAPTER 4
Human Resource Management

4.1 Human Resource Management (HRM):
Human Resource Management (HRM or HR) is the process of governing the work for an organization's staff, also known as human resource management. HR is accountable for the recruitment, selection, training, assessment, and reward of employees, overseeing the organization's leadership, and ensuring that the organization complies with labor laws and employment regulations. Suppose employees wish and are legally permitted to sign an agreement for collective bargaining. In that case, HR also acts as the primary point of contact with employees representative (usually the labor union).
HR is the result of the movement for human relationships in the 20th century's early years, as researchers began to document ways to create business value by strategically managing the workforce. HR began to be dominated transactions, including the administration of benefits and payroll. Still, with the advent of globalization, corporate consolidation technology advancement, and additional studies, HR now focuses on strategic initiatives such as mergers and acquisitions and succession planning, talent management, industrial and labor relations, and the inclusion of diversity. Human Resource Management is the job of a company that is focused on recruiting and control and the direction of the employees within the company. Line managers handle human Resources management.
Human Resource is a function in an organization that handles areas such as
· Recruitment and Selection
· Redundancy
· Industrial and Relations with Employees
· Records of all personal information
· The Total Rewards Employee Benefits as well as compensation
· Career development
· Competency Mapping
· Performance Review / Appraisal
· Employee Motivation Programs




4.2 Importance of HRM
Today, Professionals in the Human Resource Management are important elements in the success of any organization. Their jobs require a new level sophistication that is unprecedented in Human Resource Management. Not surprisingly, their status in the organization has also been elevated. Even the name has changed. Although the terms personal and Human Resource Management are frequently used interchangeably, it is important to note that the two connote quite different aspects. Once a single individual heading the personal function, today the Human Resource Department head may be a vice president sitting on executive boards , and participating in the development of the overall organizational strategy.
4.3 Ideology  
 Human Resource works with the employees in the organization. Its main views are to put the right people in the right places and also make them an asset for an organization. 
4.4Objectives 
Human Resource Management refers to the practices and policies one need to carry out the people or personnel aspects of one’s management job. 
These include: 
· The job analysis conducting ( Determining the nature of each employees
 Job)
· Planning labor needs and requiting job candidate
·  Selecting job candidate
·  Orienting  and  training new employee
· Managing wages and salary
· Proving incentives and benefits.
· Apprising Performance
· Communicating( interviewing, counseling, dispelling)
· Tanning and Development
· Building employee commitment 

 
4.5 Human Resource Department: 
Departments are the entities that organizations are created to organize their employees who report to them and function in a manner that will help attain the organization's goals. The departments are generally organized around specific tasks like marketing, human resources administration, sales, and human resources. However, departments can be set up in any suitable manner for the client.
4.5.1 Human Resource Development (HRD): 
Human Resource Development is the structure that helps employees develop their skills as individuals and organizational know-how, abilities, and knowledge. Human Resource Development includes such possibilities as employee training and career development for employees improvement management and succession planning, coaching, the identification of critical employees, and the organization's growth.
4.5.2 Function of Human Resource Management:
a. Conducting job analysis
b. The planning of labor needs and the recruitment of job applicants
c. Selecting potential job applicants
d. Initiating and training new employees
e. Management of salaries and wages
f. Incentives and other benefits
g. Appraising performance
h. Communication
i. Managers' training and the development of managers
j. Employee commitment to the building
4.5.3 Classification of Human Resource Management:
Human Resource Management is the component of the company that deals in the "people" aspect. HRM can be seen as a two-way process. It is the first. HRM is an employee or support function within the company. Its position is to offer assistance with HRM issues to the line employees or the people directly involved in creating the company's products and services. The HRM department is also the responsibility of every manager's work. Whether or not one is working in an official HRM department, it is a fact that every manager has to manage the tasks to manage employees efficiently.
Every business is made up of individuals. In addition, learning their abilities, bringing them to attain high performances, and making sure that they remain committed to the company is essential in achieving the organization's goals.
4.6 The primary uses of Human Resource Management
1. Human resource planning: Planning the future and present demands and supplies. This is essential to analyze the external market and the changes to develop an effective plan of action in advance.
2. Equal employment opportunity: This concerns both legal and moral obligations of organizations by preventing the use of discriminatory procedures, policies, or practices that relate to the hiring process, training or compensating employees, as well as appraisal.
3. staffing (recruitment and selection): Recruitment and selection: It mainly focuses on selecting the potential candidates for both the upcoming and current openings and is used for evaluating and assessing to arrive at the selection and placement choice.
4. Benefits and compensation: This takes care of an equitable wage structure and a competitive benefits package and incentives tied to individual performance, teams, or overall performance.
5. Employer (labor) relationship: The Employees (labor) relation is linked to the communication system, allowing employees to address their complaints and concerns. This is inclusive of unionized organizations and labor relations.
6. Safety and Health Safety and Security: This addendum promotes an environment that is safe and healthy for employees. Territory, which includes safety training, employee assistance programs, and fitness and health programs.
7. Human resource development: It's designed to ensure that the organization members possess the knowledge or skills to meet future and current requirements for their jobs. 
2.4 How can HR Practice are applied:
The report outlines the kind of approach that companies may want to consider. A majority of organizations will require HR Practice systems:
· Which ones are responsive to changes
· The assumptions that are based on them can be easily altered
· To recognize that organizational fluidity is a part of capabilities
· This allows the supply of goods to be flexible in the mix.
· They are easy to comprehend and make use of
· Those aren't too demanding.
To operate these systems, the organizations must:
· Appropriate demand models
· Monitoring and corrective actions are effective and well-executed procedures.
· Complete information about current employees as well as the labor market outside
· Understanding how resourcing functions within an organization.
If HRP methods are not utilized, and decisions are not taken, they will be accepted without understanding the consequences. The numbers of hired graduates are set in denial of demand, and issues with succession management will be created without being noticed.
The great George Bernard Shaw said, "To be in hell means drifting; being in heaven means to control'. Decision-makers should follow this maxim when they design and implement plans for resources.	


















                                                      Chapter-5           
                                      Human Resource Planning              
 Jamuna Bank Limited (JBL) follows the Rules and Regulations under                            ‘Employees Service Rules 1999’.
5.1 Human Resource Planning:
From the beginning, the Human Resource Department (HRD) creates a strategy for running their company. They are organized to follow their goals. First, they create an employee budget. The human resources budget is exceptionally crucial for the HRD. It comprises:
* How many open positions are there, and the number of people who will be hired?
* How many branches will be open soon?
* What are the essential requirements for employees who will be hired for this position?
After analyzing all of these points and examining the above information, the HRD will then publish ads in the local newspaper. Once the candidate has submitted their CV to the HRD, the HRD decides on the best candidate following a series of processes, including a written exam and viva. The latter will be explained in the report. After securing the employees, the HRD will then assign the employees among various branches located in different areas of the nation. The employees will then be educated to ensure they can professionally perform their duties. They will then be monitored for a duration of time. This time is called the An Annual Confidential Review (ACR). The sum of these makes up the human resources budget.
This plan includes recruitment and selection, training and development, performance appraisal, compensation, and employee benefits.
5.2 Job analysis:
A job analysis can be described as the process to identify the responsibilities and requirements for skills of an employment position and the kind of person that should be employed to perform it. Some different obligations and responsibilities are assigned to a particular department or employee. Five steps are followed by Jamuna Bank Limited (JBL) for their job analysis within each department. However, in this report, the roles and responsibilities of HRD are discussed. The obligations and duties of HRD are discussed below: Human Resource Department (HRD) is discussed in the following sections:
After selecting the CVs, the first step is to HRD, then call the applicants to begin interviewing them. The interview is highly private, and it must be strict to ensure that no details such as who is being invited for an interview, the type of questions being asked, or any other information are coming out of the interview panel. This arrangement is known as lateral entry.
Then, the interview board attempts to determine the applicant's responsibility, which he/they will be accountable for specific work duties. Additionally, one of the essential factors is background checks. The interview board becomes aware of particular employees' past performance, such as punctuality, honesty, integrity, academic background, etc. The method of verification is different depending on the situation.
The third step is that The HRD evaluates each branch's requirements and employees and attempts to create a robust human resources budget.
4. the HRD attempts to create a highly effective training program to improve the organization.
Then, the HRD tries to create a competitive compensation program so that people working for the company are content.
There are generally two parts to job evaluation.
1. Job description
2. Job description
a. Job description:
Job description refers to a description of the duties of a job and responsibilities, the reporting relationship to work conditions, the responsibilities of supervisors. It is a product of an analysis of the job.
b. Job requirements:
Job specifications list the job's "human needs," including the necessary education, abilities, and personality. They are another outcome of an analysis of job requirements.
An HR or supervisor typically collects one or more of the following data through the job analysis.
a. Work tasks The first step is to gather information about the work activities, including selling, cleaning, painting, or teaching. The list might also comprise the reason, how, and when the worker does each job.
b. Human behavior: The professional can also gather information on human behavior, such as spotting and communicating, making decisions, and writing.
c. Equipment, machines, tools, and work tools: This category covers information on the means employed, the materials used in the workplace, information gathered or utilized, as well as services offered.
d. Standards of performance Employers may require information on the position's performance standard.
e. Job context: Here is information on physical working conditions, the work schedule, and the social and organizational context.
f. Work tasks The first step is to gather information about the work activities, including selling, cleaning, painting, or teaching. The list might also comprise the reason, how, and when the worker does each job.
g. Human behavior: The professional can also gather information on human behavior, such as spotting and communicating, making decisions, and writing.
h. Equipment, machines, tools, and work tools: This category covers information on the means employed, the materials used in the workplace, information gathered or utilized, as well as services offered.
i. Standards of performance Employers may require information on the position's performance standard.
j. Job context: Here is information on physical working conditions, the work schedule, and the social and organizational context.
The human requirements comprise details about the human needs such as specific knowledge or abilities related to the job (education and training, as well as work experience) and the required personal characteristics (aptitudes, physical characteristics, and personality traits, as well as passions).
5.3 Job Attractiveness:
If the position to be filled is an unattractive job, recruiting a large and qualified pool of applicants will be difficult.
5.4 Job Offer:
The successful individuals during the previous steps are now qualified to receive an offer. The final decision on who gets the job is contingent on various elements. For administrative reasons (processing pay forms, ensuring EEO stats, guaranteeing the existence of a statement that states that the employment offer is not guaranteeable, and so on. ), The offer usually is presented by HRM representatives. The role of the representative is to be limited to administrative. The final hiring decision needs to be made by the supervisor within the department the job vacancy.


5.5 Internal Organizational Policies:
The organization's internal policies that state, for instance, "promote using internal promotion whenever feasible," may prioritize employees within the organization. When these policies are followed, usually guarantee that all positions, except for entry-level posts, are filled by people inside the organization. Although it looks great once someone gets hired reduces the number of applications.
5.6 Recruitment:
The recruiting process is finding potential candidates for open positions within the organization. It is the process of finding, screening, and deciding candidates for a job or vacancy in a company. While individuals can handle certain aspects of the process, large and mid-sized companies generally employ professional recruiters.
Effective employment planning is created to assess an organization's requirements in terms of resources. Once these requirements are established, the organization must fulfill them.
Written test: The recruitment test is combined of both elaborative and MCQ, type. Usually Jamuna Bank Limited assigned this to some organization. The particular organization dies the entire thing. In the written test a person has to obtain a certain marks to pass the exam.
VIVA: The candidate after qualifying written test has to face VIVA test. VIVA usually taken by the top management to the Jamuna Bank. Only short  listed candidate are selected finally for the job. 

5.7Recruiting efforts:
5.7.1 Organization Image:
We observed that a potential candidate might not be interested in seeking employment opportunities within the company. Its image business could be an obstacle. An image that is not good could limit its appeal to potential applicants.


                                                     Chapter: 6
                                           Recruitment and selection 
6.1 Requirement:
 When a vacancy occurs and the recruiters receive authorization to fill it, the next step is a careful examination of the job and an enumeration of the skills, abilities and experience needed to perform the job successfully. At first HRD goes through all the CVs which they got from the applicants and then they identify those applicants who have fulfilled all of the HRD’s requirements. These requirements are: 
a. Nature and class of posts:
Posts under the Bank shall be of two categories:
· Regular 
· Casual.
Regular posts have a specific pay rate and are granted without limitation of duration. Classification and designation of regular posts are specified in schedule III. Any addition, change, modification, or alteration to the category or assignment of the position will need the prior approval of the Board.
Posts for casual use will be created to be used
(a) The performing of duties that are of the casual (e.g., day-to-day) (or intermittent) nature
(b) The process of completing the execution of a specific task.
Temporary employees employed in casual jobs are not subject to these regulations.
The employees of the Bank not excluding an officer who is appointed to a specific type of post will be in the same category;
If he fulfills those conditions stipulated in this regard and meets the requirements, he may be appointed to a different type of position by the appropriate Authority.
b. Nationality:
The Board cannot appoint anyone to any post within the services of the Bank in the absence of proof that they are citizens of Bangladesh However, the Board can, in exceptional instances and when an accommodating representative(s) from the Netherlands Development Finance Company Limited (FMO) let the condition go, concerning the satisfaction of other requirements about the employment of foreign nationals within Bangladesh.
c. Age:
The Age of recruits when they are admitted into the service of the Bank shall be controlled as per these provisions:
When a candidate is appointed to the position of an officer, Age of the applicant must not be lower than the Age of 21 (twenty-one) and not more than (thirty) years;
When appointed to the posts that are not declared as Officers, the candidate's Age get not be less than an applicant must not be lower than the Age of 18 (eighteen) and over 25 (twenty-five) years old;
However, in specific circumstances, the Board may lower the age limit for reasons that must be documented in writing.
Note: A declaration of Age, accompanied by matriculation/ S.S.C or equivalent or school leaver's certificate, submitted by the applicant at the date or in connection with admission into the service of the Bank will be considered to be legally binding for the person who signed the declaration, and no modification of this declaration shall be permitted to be made at a later date, for any reason.
d. Physical Fitness:
There is no appointment of any person to the services of the Bank in the absence of being physically and mentally healthy by the Medical Officer in the Bank or any other Medical Authority specified by the Bank in this regard. After that, the candidates will be called for the test by giving the applicants an admit card. JBL has contacted IBA to organize the tests for the applicants. IBA manages all aspects related to the written test, including preparing questions in the written test, monitoring the examination area, reviewing the exam, and, finally, preparing a merit chart and sending it to the JBL. Following this process and submitting it to the JBL, the JBL invites applicants to take the viva exam who score the highest on the test written. The viva panel will comprise the presence of MD, DMD, HRD head, and other high-ranking officials from The JBL who will be in attendance for the questions. Following the viva test, the results of both tests will be added up, and the management board of JBL will pick the top scorers.
After completing all formalities, the HRD will then send employees appointment letters following completion of all formalities. After that, the employees will be allocated to specific vacant positions in the various branches as per the need. When the selection process is complete, the employees must follow each process imposed by the HRD at JBL.
6.2 Commencement of Service:
The employment of an employee of the Bank will commence beginning on the day he reports to work at the time and location specified by the Competent Authority provided that he is present before noon. However, if he has to arrive later than noon, his work hours will be considered to begin beginning the following working day.
6.3 Agreements & etc:
a. The employee, upon joining the services of the Bank, according to the letter of appointment, must complete an agreement and sign the relevant forms and documents that the Bank requires. b. When entering the service of the Bank, the employee is required to be required to sign the statement of fidelity and confidentiality agreement on the prescribed form as per schedule II of these regulations.
6.4 Assignment of Duty:
a. An employee may be assigned such duties & responsibilities (as per job description for the grade / post if any) as may be determined by the Competent Authority from time to time.
b. An employee may be required to serve at any time at any place inside or outside Bangladesh.
6.5 Probation & Confirmation:
6.5.1 Officer:
a. Unless otherwise specified in the conditions of appointment, those appointed as officers other than promotion or transfer by deputation is placed on probation for a time of one year, provided that should the officer's inability to demonstrate satisfactory progress and attain the needed efficiency during the time on probation, the authority that appointed him can, at their discretion, extend the probationary time by an additional year, or cancel his obligation by giving the officer a fortnight's notice, or by paying a sum equivalent to the salary for a fortnight with no assigning any reason.
b. The law-enforcement agencies in Bangladesh will confirm a probationary officer's precedence, and his confirmation will be contingent upon getting a satisfactory verification report from the police. If there is any negative report, the probationary officer's service will be terminated immediately.
c. A probationary officer will be able to apply to be confirmed at the post upon his complete and satisfactory completion of the term of probation and adequate Police verification reports.


6.5.2 Employee:
a. Unless otherwise specified in the conditions of appointment, those selected to be appointed as employees, not through promotions or transfers on delegation, will be set temporarily for a minimum duration of one year; Provided that if the employee's failure to make an improvement or performance that is satisfactory during the period the appointing authority can extend the term of the temporary appointment for a different time, or terminate his employment by giving a two-week notice or by paying a fee equivalent to the salary for a fortnight, but without citing any reason.
b. The law enforcement agencies in Bangladesh will conduct a temporary employee's background check, and confirmation will be contingent upon obtaining satisfactory police verification reports. If there is any damaging investigation, an incumbent's services are immediately terminated.
c. A temporary employee will become qualified for confirmation into service of Bank in the event of his excellent conduct and fulfillment of his duties, as well as a satisfactory verification by the police as long as there is a permanent position that is suitable for the Bank. The confirmation of the service of employees and officers working for the Bank will be effective on or from that date stated in the confirmation order.
6.6 The Recruitment Process of the organization 
             Method of recruitment:
There are two types of recruitment:
· Internal recruitment
·  External recruitment
6.6.1Internal Recruitments 
 Our companies fill vacancies initially whenever possible. A number of internal requirement methods are used for different level of jobs. Lower-level jobs such as manual and clerical jobs are often called nonexempt jobs because their incumbents are not exempt from the minimum wage and overtime provisions of the fair labor standards Act. These people typically are paid an hourly wage. In contrast, higher-level administrative, managerial and professionals employees are paid on a salary basis and are exempt from the overtime provsions of the fair standard labor Act.
6.6.2 External Recruitments
In addition to looking internally for candidates, it is customary for organizations to open up recruiting efforts to the external community. Though the recruiting process, the hiring manager should examine resumes or application that have passed initial screening by the recruiter and should also review some of the application that the recruiter rejected and should also review some of the application that the recruiter rejected during the first steps. Such involvement on the part of the hiring manager allows feedback as to whether or not the recruiter’s decisions are consists with the hiring manager’s preferences.
External recruitment methods are often grouped into two classes:
1. Informal
2. Formal
6.6.3 Informal Method: Informal requiting methods tap a narrow labor market than formal method. Informal method includes rehiring former employees or former cooperative education students, hiring people referred by present employees, and hiring from among those who have applied without being solicited such as applications are called walk-ins or gets hires.
Employees referral, also known as word-of-mouth advertising, is a quick, effective and usually inexpensive. Because employees who refer their friends and acquaintance as candidates have their own credibility on the line,  They tend to refer people who are well qualified and well-motivated and then to mentor Thee  individuals once they are haired.
6.6.4 Formal methods 
Formal methods of external recruiting entaik searching the labor market for candidates who have no previous connection to the firn. These methods traditionally have included newspaper advertising, use of employment agencies and executive serch firm's, and campus recruiting. Pasting jobs ads on the internet, either on the company's own site or a commercial job board, has also become extremely popular in the last few years. Historically, newspaper advertising had been the most commonly used of recruiting.
Formal method includes
1. Requirement Advertising 
2. Internet Recruiting 
3. Employment Agencies 
4. Public job service Agencies 
5. Private, for profit Agencies 
6. Unions 
7. Additional Requiting Methods 
8. Campus Recruiting 
9. Executive search firm's quality
6.7 Recruiting Costs:
The last restriction, though certainly not the lowest priority, is related to recruiting costs. Budgetary constraints can put the time limit on searches. In this way, when an organization examines different recruiting options, they consider efficiencies, such as maximizing travel spending by interviewing employees through conference calls or video conferences.
6.8 The Internal Search: 
Many large corporations are trying to build their employees at a lower level to compete for higher-level positions. This can happen by way of an internal search of employees who have applied for the job, been discovered by the company's human resources management software, or recommended by a former employee.
The promote-from-within-wherever-possible policy has advantages:
· It's good public relations.
· It improves morale.
· It is a way to encourage people who are driven.
· It increases the chances of making a wise choice because the information regarding the individual's performance is easily accessible.
· It's cheaper than going out to find recruiters.
· People who have been selected internally are already familiar with the company.
· When properly planned, internal promotions can be a tool for training for the development of middle and high-level managers.
  6.9 External Searches:
Apart from looking for applicants internally, businesses frequently open their recruitment efforts to the community outside. This includes advertisements (including Internet postings), recruitment agencies, schools, colleges and universities professional associations, and uninvited candidates.
a) Advertisements.
b) Employment agencies.
c) Universities, schools, and colleges.
d) Professional associations.
e) Unsolicited candidates.              
 6.10 Selection:
The process of selecting the top people for the organization meets the recruitment criteria. Of course, no selection task can be as simple. Successful selection requires an extensive amount of planning and thoughtful thought. The process of selection is comprised of steps. Each provides decision-makers with information to aid them in determining whether the candidate will be an excellent job-related performer.
6.10.1 The Selection Process:
The selection process follows a typical structure, beginning with an initial screening interview, and ending with the final hiring choice. The method of selection typically comprises of eight steps:
· First screening interview
· Complete this application
· Employer tests
· Comprehensive interview
· Investigating the background
· Physical or medical examination
· Probationary Period
· The job offer is permanent.
Each step is a critical step that needs to be accompanied by the positive feedback for the process to proceed. Each stage will help broaden the company's background, capabilities, and motivation. It enhances the information used by decision-makers to determine their expectations and final decision.
6.10.2 Initial screening: 
As a result of our recruitment efforts and efforts, we begin an initial review of suitable candidates. The initial screening is a two-step process:
1. Screening inquiry and
2. Screening interviews.

a. Screening questions:
If our recruitment efforts are successful, we'll create potential candidates. We could decide to exclude some of these applicants by analyzing your job description and specifications.
b. screening interviews:
Screening interviews also provide an excellent chance for HRM to explain the job sufficiently to allow candidates to think about whether they are committed to applying. Another crucial aspect to consider in the initial screening process is determining the salary range. Most workers are worried about their salary regardless of whether the job description sounds exciting, but a man with a low wage is a threat to top talent.   
6.11 Completing the Application Form:
After the initial screening has been completed, applicants are then requested to achieve the organization's application forms. The forms may require the applicant's name, address, and number. Specific organizations, however, might want to have an extensive profile of the applicant's work. In general terms, the application form gives a job-performance-related synopsis of applicants' adult life, skills, and accomplishments.
6.12 Employment Tests:
The past has seen organizations rely heavily on the intelligence, aptitude, or ability tests and interest tests for preliminary information to selecting candidates. Handwriting analyses (graphology) or honesty assessments have been utilized to find out more about candidates' news, leading to a more efficient selection.
a. Performance test of simulation:
Assessment centers and work sampling evaluate skills in the actual work actions.
b. Work sampling:
A device for selecting candidates requires applicants to complete a portion of the task.
c. Assessment center:
Performance simulation facility where the test is conducted. This includes a set of tests used for selection and development and appraisals.
6.13 Comprehensive Interviews:
Applicants who pass the initial screening, application form, and required tests typically receive a comprehensive interview. The applicant may be interviewed by HRM interviewers, senior managers within the organization, a potential supervisor, potential colleagues, or some or all of these.
6.15 Background Investigation:
The next step of this process will be to conduct a background check on applicants who seem to be offering potential employment. Background investigations, also known as references checks, are designed to confirm that the information contained in the application form is exact and correct. This could include contacting previous employers to verify the candidate's performance and their opinion on their performance, contacting other work-related and personal references, confirming the qualifications of an educational institution, and verifying the legitimacy of an individual.
     6.15.1 Medical/Physical Examination:
This is an examination to determine an applicant’s physical fitness for essential job    performance.   














                                                                   Chapter: 7
                                                                  Orientation 
 Meaning of orientations:
Employees Orientation provides new employees with basic background information they need to perform their jobs satisfactions such as information about organizational rules.
Process of orientation:
Orientation is actually parts of the employers new- employee’s socialization process. Socialization is the ongoing process of instilling in all employee the prevailing attitudes, standards, values, and patterns of behavior that are expected by the organization and its deferments.
Orientation programs range from brief, informal introduction to lengthy, formal Programs. In either, new employees usually get a handbook or printed material that cover things like working hours, performance reviews, getting on the payroll and vacations as well as a tour of the facilities. Other handbook information typically includes employee’s benefits personnel policies the employee’s daily routing, company organization and operation and safety measures and regulations.
                The HR specialist, who explains such matters as working hours and vacations, usually performs the first parts of the Orientations. The employees are then introduced to his or her new supervisor. The letter continues the orientation by explains the exact nature of thr job, introducing the person to his or her new colleagues familiarizing the new employees with the workplace and hopefully helping to reduce the new persons first day jitters.
Why orientation:
 Orientation is a helping the new employees, who join the organization. By orientations the employees will be able to understand the rules and regulations of the organization and also know about the working hours, working condition, organization profile ctc.
Organization practice:
Jamuna Bank Limited arranges the orientation programmer in a formal way. They invited their new employees who are selected for the job in a certain place. They inform them about their job hour, organizational rules and regulations, about their top management and also their top managements and also their top managements and also their banks profile


                                                Chap-8    Training & Development 

8.1 Training and Development:
Employee orientation provides new employees with the essential background information to do their job effectively, including information on corporate rules. The programs can range from short informal introductions to more extensive formal classes.
HR specialists usually conduct the initial orientation by giving basic information on things such as the working hours and holiday hours. The HR specialist then introduces the employee to their new supervisor. The supervisor then continues the orientation by explaining the department's structure and teaching the individual to their new colleagues, introducing them to their work environment, and helping reduce anxiety on the first day. The typical orientation includes information about employee benefits, policies for personnel and procedures, daily routines, organizational structure and operations, safety procedures and rules, and a tour of the facilities. From the beginning, the HRD creates an orientation program for the new employees to be aware of the JBL's activities. JBL gives new employees a variety of training that will help their growth which could be on-the-job training or off-the-job. In the beginning, they offer an initial course, which will last for one month at the JBL's training facility. The duration will be from 9 am until 5 pm. This is training that is not on the job. Recently, JBL has organized on-the-job training held at 5 pm. JBL trainers are teaching employees. JBL trainers. Additionally, JBL invites guests to instruct employees. The guest is directly from Bangladesh Bank (BB), Bangladesh Institution of Bank Management (BIBM).
When required, the JBL picks a group of employees to train in a specific area like General banking, Foreign trade, or General banking. In this manner, the JBL enhances its employees' capabilities. In addition to JBL's training and training, the JBL is also invited by other organizations to participate in their training should they choose to participate. Training like this helps employees in providing services and helping them do their jobs efficiently and effectively. In addition to these training sessions and workshops, the JBL provides high-ranking officials worldwide to attend workshops; this is another type of training.   

8.2 Training and Development Process:	
The training programs are comprised of five steps.
1. We need to conduct an analysis step
2. Instructional design
3. Step to validate
4. Implement the program
5. Steps to evaluate

a. Need to analyze step:
Determine the job-specific required performance abilities, assess the potential trainee's skills, and create specific, measurable skills and performance goals in light of any weaknesses.
b. Instructional design:
Select, organize and create the training program's content such as exercise books, workbooks, and other activities.
· Step of validation: The bugs are removed from the training program by showing it to a sample of the audience.
d. Apply for the program:
Implement the program by in-person training for the target employees.
e. Step of evaluation:
Management evaluates the program's success or the program's failures.
8.3 Training Methods:	
When we've decided to educate employees and identify their training and objectives, we need to develop the training plan. You can design the program and content by yourself. However, there is plenty of offline and online content and training packages you can choose from.
8.4 On-the- Job Training:
On-the-job training (OJT) is the process of learning the job through doing it. Everyone, from mailroom clerks to the company's president, is trained on the job upon joining an organization. In many companies, OJT provides the most comprehensive type of training offered. OJT has many advantages. It's relatively inexpensive, learners learn as they create it, and there's no requirement for costly off-site facilities such as classrooms or to teach using learning devices. This method also helps learn because students learn through experience and receive immediate feedback on their accomplishments. There are many things to consider while using OJT.

 Below are a few steps that can help make sure that OJT is successful:
Step 1: Prepare the Learner
1. Relaxing the learner reduces tension.
2. Give the reasons why s/he's being taught
3. Inspire curiosity, stimulate questions Find out what the person who is learning is aware of about this job or similar jobs.
4. Define the job in detail and connect it to a work that the worker is already familiar with.
5. The learner should be placed as near to their everyday work position as you can.
6. Make the worker familiar with equipment and tools, materials, and trade terminology
Step 2: Present the Operation
1. Define the quantity and quality requirements.
2. Perform the task at your regular workplace.
3. You should go through the task slowly while explaining each step. Discuss the most difficult steps or areas in which mistakes are likely to occur between each step.
4. Repeat the process steadily, slow, and explain the main elements several times.
5. Let the student clarify the steps while working through the task at a slower pace.
Step 3: Do a Tryout
The student should take the task through repeatedly, slowing down, giving each step in detail to you. Make corrections and, if needed, take a few of the more difficult steps in the beginning.
The job should be completed at an average speed.
Let the student complete the task, slowly improving their skills and speed.
Once the learner can perform the task, let the work start and do not let them go—the student.
Step 4: Follow Up
Define to whom the student can seek assistance.
Gradually lessen supervision, examining now and then against the quality and quantity requirements.
Correct the bad work habits before they become routine. Explain why the method that you learned is superior.
Encourage the employee until he or he meets the requirements for quality.
8.5 Off- the-job Management Training and Development   Techniques: 
There are a variety of off-the-job methods to train and develop managers.
a. Case Study Method:
A case study technique provides the trainee with written descriptions of an organizational issue.
b. Management Game:
A method of development in which managers compete with teams of managers through computer-generated decisions about realistic but simulated situations.
c. Outside seminars:
Many universities and businesses offer traditional online conferences and seminars for management development.
d. University-Related Programs:
Many universities offer executive education and continuing education that focus on leadership, supervision, and similar areas—these range from one to four-day programs to executive development programs that last from one to four months. A growing number of these are available on the internet.
e. Role Playing:
The purpose of role-playing is to recreate a real scenario and have the trainees play the role (or characters) of specific characters in the situation.
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                                               Performance Appraisal 
 9.1 Performance Appraisal:
Evaluating  an employee’s current and/or past performance relative to his or her performance standards. Performance appraisal is a defined as evaluating an employee’s current or past performance relative to his or her performance standard. The appraisal Process therefore involves: 
· Setting work standard 
2. Assessing the employees actual performance relative to these Standard and
3. Providing feedback to the employee with the aim of motivating the person to eliminate performance deficiencies or to perform above per.
Why performance appraisal 
1. Appraisal provide information upon which promotion and slary decisions can be made
2. Provide opportunity for supervisor and subordinate to review the subordinates work-related behavior 
3. Appraisal is part of the firm’s career planning Process, because it provides an opportunity to review the person’s career plans in light of his or her exhibit strengths and weakness.
4. Finally it helps the manager or supervisor to better manage and improve organizations performance.
· Steps in apprising performance:
The performance apprising process contains three steps:
1. Define the job:
It means making sure that supervisor and subordinate agree on his or her duites and job standard 
2. Appraisal Performance 
       Apprising performance means comparing subordinates actual performance to the standards that have been say, this usually involves some type of rating from.
3. Provide feedback 
Performance appraisal usually requires on or more feedback sessions. Here the subordinates performance and progress are discussed and plans are made for any development that is required. 
9.2  Appraisal methods:
The appraisal itself is generally conducted using a predetermine and formal method like one or more of those described in this section.
1. Graphic Rating Scale:
  A scale that lists a number of traits and a range of performance for each . The employee is then rated by identifying the scale that best describes his or her level of performance for each trait.
2. Alternation Ranking Method:
 Ranking employees from best to worst on a particular trait, choosing highest, then lowest, until all are ranked
3. Paired Comparison Method:
     Ranking employees by making chart of all possible pairs of the employees for each trait and indicating which is the better employee of the pair.
· A method of reporting annually on the performance of the employees and the behavior of employees will be established by the Board, and this report will be referred to as"the Annual Confidential Report (A.C.R.).
· The authority responsible can also request an S.C.R. for any employee whenever necessary.
· An employee is not entitled to his annual confidential report (s) information. However, they will be informed in writing about any adverse remarks made to make him aware of the shortcomings and allow him to clarify his position or improve his performance.
The format of the confidential report (A.C.R.) is available in the following form: (approved by Bangladesh Bank).

9.3 Performance management:
A process that consolidates goal setting, performance appraisal, and development into a single, common system, the aim of which is to ensure that the employee’s performance is supporting the company’s strategic aims.     
9.4  Steps in apprising performance:
The appraisal process for performance comprises three steps: Define the job, assess the undertaking, and provide feedback.
· Define the job involves that both of you and your subordinate can agree on the duties and standards for the position.
· Apprising performance is measuring the actual performance of your subordinate against the standards established; it usually requires an assessment form of some kind.
· Third, performance appraisal typically will require at least one or two feedback sessions. In these sessions, the two of you examine the employee's work and development and create plans to develop the subordinate in any way that is needed.
1. The scale of graphic ratings:
The scale lists the number of traits and the interval of each. The individual is then assessed using the score which best describes his or his level of performance in every quality.
2. Alternation ranking method:
Sorting employees from top to bottom on specific traits, picking the most, and then the least until the entire list is re-ranked.
3. Paired comparison method:
Employees are ranked by creating an outline of the possible pairs of employees for each trait and showing which the best employee of the team is.
4. Forced distribution method:
Similar to graded curves, specific rates are put in different performance categories.
5. Critical incident method:
Recording unusually positive or negative instances of an employee's job-associated behavior and discussing it with the employee at a predetermined time.
6. Behaviorally anchored rating scale (BARS):
A method of appraisal aims to bring together the benefits of critical events in narrative and quantified ratings by anchoring the scale in specific examples of records that demonstrate good and bad performance.
9.5  Who should do the apprising?
Traditionally, the individual's supervisory evaluation of the performance of the employee. But, other alternatives are sure to be available and are being utilized. We'll take a look at the most popular options.
a. The immediate superior
Ratings given to supervisors are the main focus of appraisals. This is logical that the supervisor must be and is usually at the top of their game to watch and evaluate the performance of the subordinate and be accountable for the subordinate's performance.
b. Peer appraisal:
As more companies adopt self-managing teams, or per team appraisals that evaluate an employee's by their colleagues is becoming more and more popular. Peer appraisals can predict the success of a manager shortly.
In a study of officers in the military, peer ratings proved to be highly accurate in predicting what officers would be promoted and who was not. Peer ratings offer other advantages. A study found that undergraduates were placed in self-managing groups.
c. Rating committees:
Many employers employ rating committees. These committees typically include the immediate supervisor of the employee and the supervisors of three or four others.
Utilizing multiple raters is sensible. While there might be discrepancies in the ratings of different supervisors, the aggregate ratings are generally more trustworthy, fair, and accurate.
d. Self-ratings:
Do employees have to rate themselves? The fundamental issue is that employees generally evaluate themselves more highly than their colleagues or supervisors judge them.

e. Appraisal of subordinates:
Today, more companies allow subordinates to evaluate their supervisor's performance anonymously. This is what some call feedback upward. The method helps top managers identify the management style of their bosses and identify possible "people" problems and take steps to correct the situation with each manager as required. Subordinate ratings are beneficial when used for development instead of evaluative reasons. Managers who receive comments from their subordinates that have identified themselves as being upwardly appraised view the process more positively than managers who are anonymously notified of their feedback.




















                                                           Chapter: 10 
                                   Employee Benefits and Compensations
10.1 Employee Benefits:
Benefits refer to the indirect financial and non-financial benefits that that employees get for their employment with the business. They are a significant component of nearly every employee's pay. These include life and health insurance, the pension system, vacation time as pay, and childcare facilities for children.
There are numerous benefits and a variety of ways to categorize them. We will order them as
1.	Time off for pay
2.	Benefits from insurance
3.	Retirement benefits
2.19.2 Pay for time not worked:
Pay for time not used - sometimes referred to as supplemental pay benefits, is among the most expensive benefits offered by employers due to the massive amount of time off many employees get. The most frequent time-off periods that pay for holidays are and vacations, as well as personal days as well as pregnancy leave, sick leave, as well as unemployment insurance benefits for terminated or laid-off employees.
10.2 Insurance Benefits:
Most employers also provide a number of required or voluntary insurance benefits, such as workers compensation and hospitalization, health and disability insurance.
10.3 Worker compensation:
Workers' compensation law aims to guarantee immediate medical and income benefits for work-related accident victims and their dependents regardless of the cause.
Health insurance and hospitalization insurance play an important in many people's choices of the employer since this insurance can be very costly. Employers generally provide their employees with a variety of medical, hospitalization, and disability coverage. In addition to them, life insurance benefits make up the majority of benefit programs.
Health, hospitalization, and disability insurance helps safeguard against hospitalization costs and losing income due to illness or accidents that occur off the job. Employers often purchase insurance through life insurance firms, casualty insurance companies, Blue Cross (for hospital expenses), and Blue Shield (for physician expenses) organizations.
Many health insurance plans offer minimum hospitalization and medical and surgical insurance for employees who are eligible at group prices.
10.4 Retirements Benefits:
The fact that you can retire from work today does not guarantee your living level. Social security cannot provide the standard of living that many of us have become accustomed to during our working years. So, we shouldn't count on the government as the sole source of retirement income. Instead, social security benefits are only one element of a well-designed retirement system. Other details include retirement funds that we might receive from our employer and the savings we've accumulated through the years.

The most apparent reward that employees get from their job is salary. However, rewards can also be a source of promotions, desirable tasks, and a myriad of less apparent rewards such as smiling, acceptance from peers, and work freedom. An acknowledgment or a smile.
There are many methods of categorizing rewards. We've chosen three standard classifications: intrinsic and extrinsic rewards, financial and non-financial rewards, and the distinction between membership-based and performance-based rewards.
10.5 Classifications of Rewards:
 10.5.1 Intrinsic versus Extrinsic rewards:
 Intrinsic rewards are the personal satisfactions one derives from doing the job. There are self-initiated rewards: pride in ones work, a sense of accomplishment, or enjoying being part of a work team.
 Extrinsic rewards, on the other, include money, promotions, and benefits. They are external to the job and come from an outside source, mainly management.
10.5.2 Financial versus Non-financial rewards: 
 Financial rewards may or may not enhance the employee’s financial well-being. Those that do, do so directly –for instance, through wages, bonuses, or profit sharing-or indirectly, through employer-subsidized benefits such as retirement plans, paid vacations, paid sick leaves, and purchase discounts.
 Non-financial rewards present a smorgasbord of desirable extras for organizations. These do not directly increase the employee’s financial positions, but rather add attraction to life on the job.
10.5.3 Performance-Based versus Membership-Based Reward:
Performance –based rewards use commissions, piecework pay plans, incentive systems, group bonuses, merit pay, or other forms of pay for performance.
Membership-based rewards, on the other hand, include cost-of-living increases, benefits, and salary increases attributable to labor market conditions, seniority or time in rank, credentials, a specialized skill or future potential. The key point here is that membership rewards are generally extended regardless of individuals, groups, or organizations performance.
Jamuna Bank Limited (JBL) offers its employees a variety of compensation and benefits.
The following types of terminal benefits could apply to a regular permanent employee at the Bank:
1. Gratuity;
2. Contributory Provident Fund;
3. Group Insurance;
4. Benevolent Fund;
5. Payment for compensation for refusing to take leave.

a. Gratuity:
If the conditions are met, subject to the following terms and conditions of the employee upon retirement or discharge from the services of the Bank will be entitled to gratuity benefits.
b. Admissibility:
Gratuity is permissible to:
Regular employees who have at minimum five consecutive years of employment within the Bank and
· Are not exiled or dismissed from the service for a reason of punishment or
· Do not quit, leave, or stop the service without permission from the authority in charge or
The regular employee whose employment is terminated before reaching five years of continuous service at the Bank in the following manner specifically:
He is dismissed or removed from service because of the total or partial incapacitation or
He passed away while serving He died while in service
The position to the post he was appointed to will be dissolved, or he will be dismissed from service to reduce strength.
c. Amount: The amount of the gratuity will be calculated at the rate of two (two) months' substantive pay for every completed year of service or any portion thereof that is greater than 180 days. The payment that was last drawn will be the basis for the calculation.
d. Nomination:
· Each employee should submit a nomination on an appropriate form as prescribed by the relevant authority that confers the right to be paid on one or more individuals. The gratuity amount should be dead before the payment of gratuities.
· Suppose an employee can nominate several people at a time. In that case, they must clarify in his nominations the proportion of share or percentage that is due to each nominee to cover the total amount of gratuities.
· An employee can at any time remove a nomination in writing. In writing, and when doing so, he will, with that notice, mail an updated nomination.
e. The payment in the event of death:
In the event of the death of an employee before making gratuity payments, the amount will be given to his nominee or nominees in the manner stipulated in his nomination. And in the absence of a nomination, the amount due to an employee in respect of gratuities upon his death will be paid out to his legal heirs or heirs as established by a certificate of succession issued by an appropriate authority in this respect.
f. Method of payment:
The gratuity payment must be paid via the Bank after the amount has been approved through Human Resource Department through written instruction.
g. Contributory Provident Fund:
In the event of compliance with the terms and conditions of the contract, employees, at the moment of retirement or discharge from the services of the Bank, will be eligible for the benefit of the Contributory Provident Fund.
h. Constitution & Management of the Fund:
There will be the Fund which will be known as"the "Jamuna Bank Limited Employee's (Officers& Staff) Contributory Provident Fund." The administration of the Fund will be vested in its Board and its employees who are authorized to manage the Fund from the Board.
i. The eligibility criteria to become a Subscriber:
The criteria to be one of the subscribers to the Fund is:
· An employee who is a regular member of the Bank is eligible to sign up to the Fund;
· All eligible subscribers must subscribe every month to the Fund starting from the calendar month after the entry into the regular services by the Bank.
j. Conditions and the rate of subscription:
The subscription amount must be set at a rate of 10 percent (ten percent), and this amount will be subtracted from the month-end pay.

k. Contribution by the Bank:
The Bank will contribute to the credit of every subscriber the amount of his monthly subscription at the close of each month.
l. Group Insurance:
i. Provision of Group Insurance:
If an employee is to die during their work in the Bank If the employee dies in the course of their employment, the Bank will pay the person who is named as nominee (s) an amount equal to that of the worker's 24- (twenty 4) months of base pay, the last time it was drawn by them up to an amount not exceeding Taka 200,000or (Taka two is not enough).
ii. arrangement in conjunction with the Insurance Company:
The Bank can arrange for " Group Insurance" of the employees mentioned above with the Insurance Company and for such duration as they deem appropriate. The obligation to pay the stated amount will directly be the responsibility of an Insurance Company.
m. Establishment of Insurance Fund:
· The Bank can set up"Jamuna Bank Employee's Insurance Fund "Jamuna Bank Employee's Insurance Fund" that will be vested in and be administered by a committee comprised of three members selected by the Board.
· The Group Insurance premium received from the employees will be transferred into the Insurance Fund.
· The amount received shall be deposited at the Bank. Any interest accrued on the money will also be credited to the Fund.
· The payment of premiums towards the Insurance Company shall be made from the Fund.
n. Paying Premium to employees:
· Each regular employee who is protected under the Group Insurance Scheme shall pay an amount per month equivalent to 1percent (one percent) of their salary or Taka 100= (Taka hundred) that is, whichever is less than the amount of premium that is payable for the Insurance Company for the insurance of their life. Bonus is to be deducted from their monthly pay.
· When the subscription amount is not removed from the pay to the employee, the employee must pay the amount due by himself at the Bank. If any subscription amount is not delivered due to error or inattention of the employee, this amount can be recovered from them in the manner that the Board of Trustees can decide.

o. The amount to be paid:
· In the event of the death of an employee upon the end of an employee, the Bank will claim the amount insured in the plan of insurance in respect of them with the Insurance Company. Upon the reimbursement of the amount, the amount will be given directly to the person who made it (s) according to the instructions in full and in shares designated by the nominee by way of a nomination.
· In the absence of a validly made nomination by employees, money due will be given to the deceased employee's legal heirs/heirs (as per the succession certificate).
p. Compensation for refused earned leave:
· Compensation payment for the time of unused Earned Time may be given to a permanent and full-time employee at the Bank at the date of his release due to resignation or retirement or in the event of his death while in employment at the Bank to his nominee (s) or legal heirs or legal heirs for a maximum time of 12 months. This is subject to the availability of unused earned leave when he retires or release.
· The amount of compensation due for the duration of this earned leave is determined based on the last pay period for the employee's substantive. Drawn.
q. The Board's authority to approve terminal benefits:
· However, regardless of the provisions in this rulesis a matter of law, the Board is entitled to grant sanction to any and any terminal help for an employee who has been dismissed from the service of the Bank due to the following reasons that are:
· A retiree is denied or asked to quit the terminal benefit for the time he worked at the Bank.
· A person who is dismissed from the service of the Bank due to disciplinary reasons, the benefit that terminates him during the time that he's rendered at the Bank.
· A worker who is terminated because of the abolishment of the post with no alternative or alternative employment within the Bank or the Bank will award a terminal benefit for such a period that it considers suitable.


r. Suspension of Terminal Benefit:
Suppose any judicial proceeding initiated by the Bank regarding any departmental proceeding is in the process for an employee, at retirement or when he ceases to be employed or ceasing to be used, as the case may be. In that case, he will not have any right to terminal benefits other than his contribution to any fund and the interest accrued up to the time of the decision of these proceedings. The payment of any terminal use will be contingent upon the results in these proceedings.
10.6 Discipline & Punishment:
10.6.1 Grounds for punishment:
Without prejudice to the provisions that are contained in these regulations, the employee who, according to the view of the authority in charge:
· is in breach of the rules violates the rules
· shows negligence in the execution of his duties.
· is anything that could be detrimental to the goodwill and the interest of the Bank does anything terrible to the charity and welfare of the Bank;
· violates instructions given for him by the authorities concerning his official duty or
· is found to breach discipline or is found guilty of any other offense of conduct, insubordination, or desertion.
Explanation: A person will be considered to have a long-lasting reputation for being corrupt when accusations of corruption are made against him throughout his period of working in more than two branches/ departments in which he is posted.
10.6.2 Kinds of penalties:
There are two types of penalties that these rules may inflict:
1. Minor penalties
2. Major penalties.

Minor penalties:
The following are minor penalties:
1. Fault
2. The withholding, for a specific time, or promotions or increments other than ineligibility for promotion or advancement in financial status
3. Stoppage for a specific time, with an efficiency bar within the pay scale of time or for inability to pass the bar;
4. Deduction of an amount equal up to seven (seven) days of substantive pay
5. A reduction to a lower stage in the pay-scale time

Major penalties:
The following are the most severe penalty: -
Reduced pay to a lower position or pay scale
The employee is entitled to reimbursement of pay or any other sum payable to the employee of the entire or a portion of any loss in money incurred by the Bank by the employee's negligence of or breach of the order.
Removing the service
Removal from the service

However,*Removal from the service is not, but a dismissal will disqualify you from any future employment with the Bank or its affiliates.

Explanation - 1:
In addition to the broadness of the term "Misconduct" includes, for these guidelines, the following actions of omission or the following acts of commission:
1. Insubordination by itself or in conjunction with others, non-respect of any reasonable or lawful order of superiors;
2. Fraud, theft, or dishonesty that is in connection to the Bank's business or property;
3. The loss or damage to the property or goods of the Bank ;
4. Regular late attendance and habitual leave from work early, or coming back to the office after the lunch break
5. The absence from duty is not permitted without permission from the appropriate authority;
6. Drunkenness, addiction to drugs, gambling, disorderly or disorderly behavior during duty
7. Picketing, striking, or agitation in any way within Bank premises or in any other location that is lawfully forbidden;
8. Workplace strikes that are unlawful either in a group or on its own against any law or rule applicable to the duration of time in force or encouraging others to strike;
9. The holding of meetings or gatherings inside or on the Bank premises without prior authorization of the responsible authority ;
10. Refusal to be employed in any other position or post or any other office or location of the Bank following the directions issued by the authority responsible either in or outside Bangladesh.
Infrequent indiscipline and abandoning working without permission dispersal from the workplace or the place of work with no authorization during the hours of duty ;
1. Illegal use of Bank's property ;
2. Malingering, slowing of work, unreasonable delay in performing duty, inability or refusal to follow a formal order of the superior.
3. A pattern of obliviousness to the law ;
4. Infraction of Bank's rules standing orders, directives or standing orders and orders ;
5. Unlawful and inappropriate use of uniforms, provided during the time of duty
6. Sending a letter anonymously, complaining about the superior, or being in a bad mood with superiors ;
7. The threat or intimidation of employees within or outside of the Bank premises;
8. Refusal to accept a charge sheet, order, or other communication from the authority in charge ;
9. Failure to inform a Competent Authority of change of current address within seven days;
10. Inability to notify the address of the leave before going with the rest that was authorized ;
11. Attendance registers that are signed by an employee or asking another employee to mark his attendance
12. Personal or private work in the office without using tools, materials, or apparatus belonging to the Bank without prior written consent from the Office Head. Office.

Explanation - 2:
"Desertion" is the act of acquitting service without permission, or being unintentionally absent from duty for thirty (thirty) days or more, or going out of the country without authorization.

10.7 General guideline for imposing penalties:
The general guidelines for imposing penalties include:
· In case of inefficiency, any sanction other than censure and removal from the service;
· For any other reason or inefficiency, any penalty other than expulsion from service;
· For misconduct, any severe fine;
· For denial, any sanction;
· In the case of corruption, any severe penalty, except for reduction to a lower position or pay-scale or recovery of the loss
· Subversion and sabotage will result in the court will dismiss.
10.8 Power to impose penalty:
The power to impose a penalty on an employee is in authority able to choose the position held by the employee within the Bank. However, the Board / Competent Authority may authorize Officers to impose minor punishments for violations that are not listed in the following form:
a. Corruption;
b. Being involved in any assault-related case;
c. Fraud, theft, and embezzlement;
d. False or obfuscated representations of evidence leading to loss of property or damage to the image or goodwill at the Bank;
e. Participating in any criminal act that could trigger an investigation by the police;
f. Subversion, desertion, or sabotage.

10.9 Others Benefits:	
10.9.1 Board’s Commendation Letter:
In addition, the Board, may at any time during the year, issue Commendation Letter(s) to the employees for any of the special achievement. These Commendation Letters along with the advance increment (s) and Honorarium / Cash Award particulars will be placed in the Annual Confidential Report files and may be taken into consideration for accelerating promotion.


10.9.1 Honorarium/ Cash Award:
The Board may grant honorarium or cash reward to any of its officer / employee for performance of a work which is occasional in character and innovative or research and development oriented warranting special merit as to justify the payment of the same; Provided that no honorarium or cash reward shall be granted unless it is recommended by a committee constituted for the purpose.
10.10 Bonus:
Festival Bonus and other bonus may be allowed to the officers and employees of the Bank as per Board’s order to be issued in this behalf from time to time. 
10.10.11 Conveyance Allowance, etc:
· Conveyance allowance may be paid to the employees at such rates and on such conditions as may be prescribed by the Board from time to time.
· If a transport cannot be provided to an employee who is entitled to it for official work outside, he may be entitled to reimbursement of conveyance charges at rates determined by the Board from time to time.

10.10.12 House rent allowance:
House rent allowance may be paid to the employees at such rate and on such conditions as may be determined by the Board from time to time.
10.10.13 Residential Facilities:
The Bank may provide residential facilities to its employees on such grades of pay and on such terms and conditions as may be determined by the Board from time to time.
10.10.14 Medical Facilities:
The employees of the Bank may be allowed medical facilities on such scales of pay and on such terms and conditions as may be determined by the Board from time to time.

10.10.15 Income Tax:
A person employed by the Bank whose annual earnings surpasses the amount determined by the Govt. at any time will be responsible for paying income tax. The employee in question is responsible for making payments for taxes on income and will be required to obtain a tax payment certificate. The Bank, when it is time to pay out of month-end salary/bonus allowances, will deduct an estimated sum to Taka in income tax, based on his or their estimated taxable income for the specific financial year. Then, it will adjust that amount following the actual tax-deductible earnings from the month's pay-bill in June each year. In this respect, the employee must arrange to assess his income through the income tax department at his discretion and expenses that may arise. The Bank will not provide any legal or advisory assistance is provided by the Bank for tax assessment or hearing on income tax concerns for employees.
10.10.16 Overtime Allowance:
The Bank may, at such rates and subject to such conditions as may be considered appropriate grant overtime allowance to such employees as may be decided by the Board from time to time.
10.10.17 Washing Allowance:
Washing allowance may be paid to such employees of the Bank who have been supplied with liveries at such rates and on such terms and conditions as may be determined by the board from time to time.
10.10.18 Uniform:
The Bank may supply uniforms free of cost to such of its employees as may be determined by the Board from time to time. 
10.10.19 Pay and Allowances:
The scale of pay and other allowances of officers and employees of the Bank shall be those as may be prescribed by the Board from time to time.



10.10.19 Initial pay:
· At the time of his initial appointment, the first pay for an employee will be the minimum of the time-scale of pay for the post for which he was appointed.
· The first pay for an employee promoted to a higher position will usually be fixed at the beginning of the pasy scale of the work he is promoted to, and the pay thus established shall be his principal pay.
· Suppose his actual pay in the prior pay scale is more than the pay he was initially employed in the post in which he was promoted. In that case, his salary in the higher position will be set at the level of the scale for the higher command, which is the next highest level above his pay scale in the prior scale of pay.
· A person employed by an officer or employee can at the time of the first appointment, in appreciation of his particular qualifications and experience, be awarded a higher start-up pay about the pay for the position from the Appointing Authority, and the motive for the action to be documented in writing; however, this does not give an employee any right on the issue of status as a senior.

10.10.20 Annual Increment:
· If a pay increase is on an employee, his employment records, as well as his ACR for the previous year, are sen0t at the Competent Authority and:
· If the service records and ACR are acceptable If they are satisfactory, the Competent Authority shall sanction the increase; however, the increment must be approved by the Competent Authority.
· If the service records and the ACR are not satisfactory If they are not acceptable, the Competent Authority may put the employee on a special report for a maximum of six (six) months. On receipt of the information, the Competent Authority may approve the increase, whether retrospectively or with immediate effect, or delay it until the entire year.
· An employee can be awarded, as a tribute to his meritorious and outstanding accomplishments or merits, be granted an advance increment of one or more not exceeding 3 in a calendar year. This is done by Board or additional Competent Authority empowered by the Board to grant advance increments in this regard, and the specifics of this must be written down in the form of a written.
· Suppose the Authority in charge decides to reduce an employee's post to avoid punishment. In that case, the Authority can permit him to draw any amount of pay, but not more than the amount of payment for the lower position, as they may consider appropriate.
· Suppose a competent authority defers an increment or orders the stoppage of pay at a certain point as a punishment. In that case, that Authority will specify the period during the duration for which this penalty will remain in effect.



Organizational practice 
Jamuna Bank Limited partially follows graphic rating scale method. Here each individual have different format for apprising.  Almost Junior to senior employees have similar format is designed in the way like first page has to be filled up by the employees by himself but they signed in all the pages. There is point system for apprising employees. For example, if the employees have banking Diploma they get additional point and the MBA degree holders get more marks then the graduates and masters pass holders. There is also provision for marks than the graduate and masters pass holders. There is also provision for marks for the employees those who can bring more deposit or being good customer. By considering all these, Divisional head put marks anf evaluate each employee. After that the appraisal from will send to Human Resources Department.  Usually HRD receives this from all over. The country after received completely all the forms they make it ready for the final evaluation for the top management. Usually there exits evaluation team where they finally select the disserving candidates. After that a list has been sent to the board for the final approval
                                                   
SWOT Analysis of Jamuna Bank Limited 

 After analyzing the functions and performance of Jamuna Bank Limited, we find out some strengths and some problem of the bank. And from this point we can do a SWOT analysis of Jamuna Bank Limited. 
SWOT analysis contains –
 S --- Strengths
W --- Weakness
O --- Opportunity
T --- Threats
 
Strength of JBL: During my working period I find-out some strength of Jamuna Bank Limited especially in Malibagh Branch. These are –
· Computer based banking
· Efficiency and effectiveness of the employees.
· Loyal customers
· Formal training program for new employee
· Formal and Informal training program for existing employee
· On-line Banking through a smart software like FLORA.




Weaknesses of JBL:

In the working period of Jamuna Bank Limited I personally find some lacking in the branch banking. These lacking are not a major one but management needs to improve those area. Areas where the bank needs to improve are as follows: 

· Insufficient presence of modern communication equipment. 
· Lack of development program for existing employee.
· Lack of fair entrepreneur class. 
· Branch office is not well decorated like Head office.
· Lack of promotional activities.
· There is not sufficient Office stuff enough for operating the Branch.

Opportunity of JBL:
When we observe the overall banking function of JBL we can see the opportunity of the Jamuna Bank Limited. These are –
· JBL has software like FLORA. So they can provide more quality service to the clients
· By increasing the number of branches in the rural area JBL can provide more service to the rural people as well as the urban people
·  Corporate Social Responsibility of Jamuna Bank Limited like – scholarship program for poor students; makes goodwill for the bank.
· Customer responsiveness
· Its up-to-date training program makes the employee more effective.
· Because of on-line banking it can serve the quicker service to the clients.
· Banking sector is a most raising institution in this competitive world. 
Threats of JBL:
By analyzing the functions of JBL we find out some sort of threats of the bank. These threats are not very major issue but bank need to observe these problem.

· To compete with the other commercial bank in Bangladesh; JBL need to improve their service quality
· Incumbent competitors
· New entry of competitors
· Need to increase the number of efficient employee
· Lack of promotional activities for the clients
· JBL is not well known in the rural area as well as the urban area.























                                                             Chapter 11	
                                                             CONCLUSION 
Conclusion
Jamuna Bank Limited, the fast-growing private Bank in the country, has given a feeling of widespread participation thanks to its varied activities in the last nine years. The number of customer supporters and service recovers has been increasing quickly. Because of its comprehensive banking service, It has received considerable media attention and has created a unique image for the nation's banking industry.
The report targets improving the Human Resource Practice. Jamuna Bank Limited (JBL) can expand its distribution network by enhancing its capabilities to offer exceptional value to its clients by increasing efficiency, distribution, and communication networks and improving its IT platform to provide more information and better customer service. JBL has remained one of the most customer-oriented, needs-driven, and solution-driven banks. JBL's products and services are supported through IT infrastructure and online banking capabilities, which are updated and expanded regularly. JBL provides any branch banking service to customers all day, all the time.
In the end, I'd like to add that JBL's performance concerning customer service is remarkable, impressive, and top-quality. If they continue to provide the services, they provide to their customers, I am sure they can be among the leading banks in Bangladesh in the next 4 to five years.
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HR Practice in Jamuna Bank Limited 
Overall HR Questions 
1. What is the overall HRM Process of Jamuna Bank Limited?
2. What are the functions of their Human Resource Management?
3.  What is the overall Human Resource Planning?
4. Can every member of HR Department give their decisions in any situation?
A. Planning
How important is human resources within the decision-making method for time unit designing programs?
2. How do you set up for the numbers you want in the future? Describe the design method. .
B. recruitment and selection procedures 
1. What square measure the sources of enlisting policies?
2. What criteria/knowledge square measure you trying to find within the recruiting process?
3. What criteria does one like for medium and high-level rentals?
4. what number steps will your company follow within the choice process?
5. Does one organize associate orientation program for fresh appointed staff?
C. Training and Development
1. How well trained are your staff?
2. How have you measured the training program to be successful?
D. PERFOMANCE analysis
1. What are the most tools used to measure performance?
2. How several days of the year did you live your employee's effectiveness?
E. COMPENSATION
1. How did you pay your employees?
2. How glad are your staffs with their compensation in these competitive market situations?
Changes during Pandemic  
1. How have they managing their bank in pandemic situation?
2. How they give instruction in different branches in bank?
3. How they manage their huge department during this pandemic situation?
4.  Will they be ok returning to a physical office when it’s safe?
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