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[bookmark: _Toc21202228]Executive Summary

The success of an organization greatly depends on the performance of its employees. So, it is so much important for an organization to recruit, hire, train, deploy and manage the employees. That’s what human resource management deals with. Employees are the working force and so it’s also being mentioned as a vital asset of an organization. So, without the proper management of the human resource, an organization cannot be able to achieve its goals and objectives. By managing human resource effectively an organization can gain a competitive advantage on the market. As a student, I collect information from IBBL HR consultant of to various sector of HRM function such as recruitment, the selection process is being discussed here. The main propose of the report is to provide a clear picture of the recruitment and selection process followed by through the analysis between the concepts of recruitment and selection process along with some recommendations.
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Chapter-1 INTRODUCTION


[bookmark: _Toc21202229]INTRODUCTION

The human resource used as described as two responsibilities- who work for organization and HR department responsible for managing the resource. The aim of Human resource management enables employees to apply the principle of effective performance. The HR department is hurt by the organization for its activities. Human resource is the people who work for the organization or business sector. In previous, human capital was used as synonymously with human resource but human capital effected narrowly in human resource. HRM activity is relevant to recruiting and retains the talented staff, distribute the duties, measure each employees working performance. 
[bookmark: _Toc17483417][bookmark: _Toc17415778][bookmark: _Toc21202230]1.1 Origin of the report

The reporters had to prepare a report for their educational purpose as a term paper under the bachelor of business administration (BBA) program. So, the selected topic is“Impact of employee recruitment and selection process in HR performance in IBBL”. The report was mainly covered by the students of Human Resource Management course. That was needed to submit about ending of their semester classes. It had been authorized by honorable course teacher Kazimul Haque.
[bookmark: _Toc16979483][bookmark: _Toc17483418][bookmark: _Toc17415779][bookmark: _Toc21201830][bookmark: _Toc21202231]1.2 Report Purpose:
The main purpose of preparing the report was to gain a practical idea about how recruitment performance appraisal is done by the HR department and how all the performance management process is linked up with selection procedure one another from the perception of Islamic Bank Bangladesh Limited.
[bookmark: _Toc17483419][bookmark: _Toc17415780][bookmark: _Toc16979484][bookmark: _Toc21201831][bookmark: _Toc21202232]1.3 Scope and Limitation
I want to understand the topic of my report impact of employee recruitment & selection process in HR performance of IBBL throughout the 3 months time period of my internship in IBBL where I have been joined as internee.
[bookmark: _Toc6905448][bookmark: _Toc18792819][bookmark: _Toc21201832][bookmark: _Toc21202233]1.4 Objective of the report:
[bookmark: _Toc18792820][bookmark: _Toc21201833][bookmark: _Toc21202234]The report contains two major objectives, they are-
· [bookmark: _Toc18792821][bookmark: _Toc21201834][bookmark: _Toc21202235]General Objective
· [bookmark: _Toc18792822][bookmark: _Toc21201835][bookmark: _Toc21202236]Specific Objective

[bookmark: _Toc18792823][bookmark: _Toc21201836][bookmark: _Toc21202237]1.4.1 General Objective:
· Present the information regarding Impact of Employee Recruitment & Selection Process in HR Performance of IBBL.
[bookmark: _Toc18792824][bookmark: _Toc21201837][bookmark: _Toc21202238]1.4.2 Specific objective:
· Understand the HR policy of IBBL.
· To identify the various avenues for improving the HRM policies of Islami bank.
· Learn the system that is followed by IBBL.
· Compare the theoretical knowledge and experience all through the internship to understand the difference of real work life and learned lesson from university.
· To acquire in depth knowledge over the human resource department of the IBBL.
· Find out the get-out of their existing policy.
· Suggest to remove those loop holes.

Limitations
· Limitation of Information’s: Limitations of the Study Every research has its challenges. During data collection, most of the workers were on site so it was quite difficult getting in touch with them. Some senior members were reluctant in releasing vital information about recruitment and selection in their respective organizations. Due to the combination of studies and work the researcher also did have limited time.
· Limitations of time: First of all, I faced time limitation and that is why I did not get enough time to ask questions we just took the interview and got answers. Recruitment and selection process is very sensitive issues towards the candidates. So for Bangladesh perspective, it's true that I got a negative review from most of the candidates. But I also analysis the managers and employees opinion, what they said about the recruitment process, what types of employees they needed. To collect the data, it is true that time limitation also creates a problem for the project. 
[bookmark: _Toc17483420][bookmark: _Toc17415781][bookmark: _Toc16979485][bookmark: _Toc21201838][bookmark: _Toc21202239]1.5 Methodology
The research methodology is specific to identify the selection and recruitment process of IBBL and analyses the information.
Report type: By nature, this research was a descriptive one. The descriptive report is providing the information on specific issues. It is an example of the results of an experiment. It was about an overview of the HR recruitment and selection Process and I collected the raw information by interview and divided the information into different subtopic.
Data Source: Here I used primary and secondary data.  For collecting primary data, researcher arranged an interview about the bank's performance appraisal system by our (researchers) own efforts. For collecting secondary data, the researcher collected information through the guideline of the online article, websites related to performance appraisal procedures, the bank's website etc.  
Data Collection: Data collection is the method of gathering and measuring information on target variables. I collected data by interviewing some employees who work in the HR department of Islamic Bank Bangladesh Limited.
Presentation method: We prepared it by MS Word and then printed it and submitted to our honorable faculty.





Chapter-2
Literature Review
[bookmark: _Toc21201839][bookmark: _Toc21202240]Literature Review	

Human resource management is a strategic and integrated approach for the development and progress of the condition of the workers in the organization that can help to gain competitive advantage and as a result, the organization can achieve the desired goal. The purpose and the functions of Human Resource Management, applicable to workforce planning to Impact of employee recruitment and selection process in HR performance. 
  Human Resource Management helps to improve the working environment of the organization. It helps to increase employee satisfaction and as a result, it reduces employee turnover. To ensure a friendly and flexible work environment, specify job responsibilities based on the job nature and recruit a proper employee at the proper position, effective human resource management is needed. Effective human resource management at the workplace makes the organization able to maintain a good relationship with employees that are too much needed in an organization to achieve its goals and objectives.
Recruitment refers to the overall process of short listing, attracting, selecting and appointing suitable candidates for the jobs. Recruitment and selection process is under the HR department activities. Organization managers, employees, department heads are observed the whole recruitment process to choose versatile employees for the organization. According to ACRP employer chose their employees for internal and external ways which belong to the different step maintained by the organization. 
 
According to Edwin B. Flippo, “Recruitment is the process of searching the candidates for employment and stimulating them to apply for jobs in the organization”.
According to Robins, “The ideal recruitment effort will attract a large no of qualified applicants who will take the job if it is offered. A good recruiting program should attract the qualified & not attract the unqualified. This dual objective will minimize the cost of processing unqualified candidates”.
According to Korsten, and Jones et “Human Resource Management theories emphasize on techniques of recruitment and selection and outline the benefits of interviews, assessment and psychometric examinations as employee selection process.” 
According to Price, “ in his work Human Resource Management in a Business Context, formally defines recruitment and selection as the process of retrieving and attracting able applications for the purpose of employment.” 
According to Hiltrop (1996) was ”successful in demonstrating the relationship between the HRM practices, HRM-organizational strategies as well as organizational performance. He conducted his research on HR manager and company officials of 319 companies in Europe regarding HR practices and policies of their respective companies and discovered that employment security, training and development programs, recruitment and selection, teamwork, employee participation, and lastly, personnel planning are the most essential practices (Hiltrop 1999). As a matter of fact, the primary role of HR is to develop, control, manage, incite, and achieve the commitment of the employees. The findings of Hiltrop’s (1996) work also showed that selectively hiring has a positive impact on organizational performance, and in turn provides a substantial practical insight for executives and officials involved.
As discussed by Jackson et al. (2009), ”Human resource management approaches in any business organization are developed to meet corporate objectives and materialization of strategic plans via training and development of personnel to attain the ultimate goal of improving organizational performance as well as profits. The nature of recruitment and selection for a company that is pursuing HRM approach is influenced by the state of the labour market and their strength within it. Furthermore, it is necessary for such companies to monitor how the state of labour market connects with potential recruits via the projection of an image which will have an effect on and reinforce applicant expectations.” 
Work of Silzer et al. (2010) “was largely concerned with Talent management, and through their work they were successful in resolving issues like whether or not talent is something one can be born with or is it something that can be acquired through development. According to Silzer et al (2010), that was a core challenge in designing talent systems, facing the organization and among the senior management. The only solution to resolve the concern of attaining efficient talent management was by adopting fully-executable recruitment techniques. Regardless of a well-drawn practical plan on recruitment and selection as well as involvement of highly qualified management team, companies following recruitment processes may face significant obstacles in implementation.”
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[bookmark: _Toc21201840][bookmark: _Toc21202241]












Company Profile
Islami Bank Bangladesh Limited was founded on 30 March 1983.at first; the bank was founded by Saudi and Kuwaiti investors. According to the Economist "Islamic bank was pioneering in financing rise as the apparel industry’s main production base outside China. IBBL is the owner of Islamic banking Bangladesh. The bank listed under the public limited company (act 1913) in 1983. The local shareholder's shares are 36.91% and foreign shareholders are 63.09%. Based on the December banking statistic 2016, IBBL has 344 branches; more than 15000 employees are working here. Now, IBBL has 650 ATM booth offices across the country. IBBL mobilizes around 29% of the country remittance. In 2015, it serves US$3,903.21 million out of US$15,316.75 million of total country remittance. The key people of Islamic bank Bangladesh is- 
	Chairman 
	MD. Nazmul Hasan PhD.

	Managing director
	MD. Mahbub-UL-Alom

	Additional Managing director 
	Mohammed Monirul Moula

	Additional Managing director 
	Muhammad Qaiser Ali



The IBBL is listed in both Dhaka stock exchange and Chittagong stock exchange. The company is providing banking service, ATM, internet banking, payment gateway, mobile banking, consumer banking, corporate banking and investment banking service. The major foreign shareholders of Islamic Bank are- Islamic Development Bank, AL Raji Bank, Kuwait finance house and Dubai Islamic Bank. Global Finance, a reputed US-based quarterly magazine, awarded IBBL as the best bank of Bangladesh for the Year 1999, 2000, 2004 and 2005, and the best Islamic financial institution of Bangladesh every year from 2008 to 2013. 
[bookmark: _Toc21201841][bookmark: _Toc21202242][bookmark: _Toc18792830]Human Resource department is also known as people management department inside the organization. The recruitment process of IBBL is centralised. The HR department is processing the whole approaches by systematic criteria. Without HR department branch employees cannot complete the recruitment process. IBBL HR department includes some specific roles for an organization such as- job analysis, recruitment, selection, training, compensation, and performance appraisal. 
[bookmark: _Toc18792836][bookmark: _Toc21202264][bookmark: _GoBack]3.2 Organizational structure of Islami banks Limited


[bookmark: _Toc21202265]Chapter-4
[bookmark: _Toc21202266]Impact of Recruitment & Selection Process in HR Performance  











[bookmark: _Toc21202267]


What is Recruitment?        Recruitmentis one of the core functions of human resource management. It is process of identifying the demand of employee in the organisation, attracting potential employee, short listing and selecting for the required position.
[bookmark: _Toc6905458]Recruitment can be done internally, within the organization, or from external sources. The recruitment process is done within a specific time period. 
[bookmark: _Toc18792847][bookmark: _Toc21202268]4.1 Importance of Recruitment
Recruitment has many importance because if the recruitment process is efficient there will be-
· The productivity of the employee will increase
· Good working environment will create
· Employees will share good working relation
· Reduce dispute
· Increase overall growth of the organization.
[bookmark: _Toc18792848][bookmark: _Toc21202269]4.1.2 The Purpose of recruitment:
The purpose and importance of recruitment in an organisation is given below-
· It identifies the future and current requirement of job.
· It increases the pool of job at the minimal cost.
· It helps to select the right candidates.
· It helps in reducing the probability of short term employments.
· It meets the organization’s social and legal obligations.
· Organisation can identify right job applicant for the required position
· Organisations effectiveness for both short time and long-time will increase
· Various recruitment technique can be evaluated effectively
· This process attracts potential employee to apply
· Identify the present and future demand of the organisation
· Connect the employers with the applicant
· The success ratio of selection process will increase
[bookmark: _Toc6905459]
[bookmark: _Toc18792849][bookmark: _Toc21202270]4.1.3 Factors Affecting Recruitment

Recruitment is a fundamental operation of HRM in every organisation. There are other factors that may affect the recruitment process.  HR professionals should identify and understand those factors and take necessary action for the betterment of the organisation. Organisation should analysis the market changes time to time and identifies how the changes can affect the existing resources.
We have Internal Factors as well as External Factors that influence the recruitment process. These are-
a. Internal Factors
Organisation can control the internal factors that may influence their recruitment process. The internal factors are-
· Size of organization
· Recruiting policy
· Image of organization
· Image of job

Size of Organization
The sizes of the organisation affect the recruitment process. Whenever organisations decide to expand its operations, there more employees will be needed. As a result, hiring more resources will be needed. Those new employee will handle the future operations of the organisation.

Recruiting Policy
Every organisation has some policy regarding the recruitment whether they hire internally or externally. The policy may vary from organisation to organisation. It also effects the recruitment process. 

Image of Organization
Organisation can attract skilled employees if they have good image in the market. Organisation can gain good image by maintain good relation with public, providing various public services. If they can enhance their image in the market, they can attain competent resources.

Image of Job
Image of job also plays an important role in recruitment function like image of the organisation. If jobs have good remuneration, promotion, recognition and good working environment with the opportunities of career development, it will create positive job image and can attain skilled candidates.

b. External Factors
Organisations can not the external factors. The recruitment process can be affected by the external factors. Those factors are-

· Demographic factors: The potential employee’s age, religion, gender, occupation, economic status is the demographic factors.

· Labour market – Demand and supply of labour are controlled by labour market. For example, if the there is a need of labour with specific skill but the supply is not sufficient to meet the demand then more effort will be needed for hiring. On the other hand, if supply is higher than the demand, hiring will be easier.

· Unemployment rate – If in any specific area unemployment rate is high, hiring new labour will be easier and simple. Because there will be more applicants search for job. On the other hand, if the rate of unemployment is low, hiring will be difficult as there is less number of resources.

· Labour laws − Labour laws are created by the central and state government. Social and political environment reflects through the labour laws. Labour laws includes compensation, working environment, safety, health regulations for different position. Whenever the government changes, the laws will be also changed.

· Competitors – competitors are one of the important external factor. There are many organisations in the industries. They are competitors of each other. For hiring the best resources organisation have to consider their competitors. Organisation should offer better package than the competitor’s organisation.

[bookmark: _Toc6905460][bookmark: _Toc18792850][bookmark: _Toc21202271]4.2 Recruitment Process& Planning:

Recruitment is a process of sourcing, attracting the skilled candidates for the Right positions in an organization. It find out, hires the candidates who has the abilities, skills and attitudes that are required for gain the objectives of the organisation.
It is a process of identify vacancy in the organisation, analysis the requirement of job, evaluate the applicant, short listing, select the right person for right position.

[bookmark: _Toc6905461][bookmark: _Toc18792851][bookmark: _Toc21202272]4.2.1 Recruitment Process
For creating a powerful resource base recruitment process is the first step. It is a systematic process from sourcing the resources to arranging and conducting interviews and at last selecting the right candidates for the right position with required skills. 
[bookmark: _Toc6905462]
[bookmark: _Toc18792852][bookmark: _Toc21202273]4.2.2 Recruitment Planning

The first step of recruitment process is recruitment planning. In this step, the bare positions are analysed and described. It includes job details, education, experiences which are needed for the post.
Recruitment planning is mandatory for the organisation. So that they can attract and retain their employee. The candidates should be skilled, qualified to achieve the organisations objective.  


[bookmark: _Toc6905464]4.2.3 Identifying Vacancy

The first step of recruitment plan is identifying the vacancy in the organisation. Different department send requisition to HR. Requisition form contains-
· Number of posts to be filled
· Number of positions
· Duties and responsibilities to be performed
· Qualification and experience required

When a vacancy is identified, it is the responsibility of HR team to find out whether the position is required or not, permanent or temporary, payment is full-time or part-time basis etc. before the recruitment this things should be evaluated. Organisation should have proper planning to select the right resource.

[bookmark: _Toc6905465]4.2.4 Job Analysis

Job analysis is a process of identify the duties of a particular job. Job analysis is done so that employee can know their responsibilities they have to perform. When employee will know their duties properly it can increase the productivity. 

The following steps are important in analysing a job −
· Collect the job related information
· Based on the information make job description
· Determining the skills, knowledge and skills, which are required for the job
· After the job analysis job description and job specification are made

[bookmark: _Toc6905466]4.2.5 Job Description

Job description is an important document. It is descriptive in nature. It contains the final statement of the job analysis. For a successful recruitment process this description is very important
It includes the information related to the job. An employee can get clear idea about what he should do to meet the job descriptions requirements.

Job description is made for conducting the following-
· Classification and ranking of jobs
· Placing and orientation of new resources
· Promotions and transfers
· Describing the career path
· Future development of work standards

A job description provides information on the following elements −
· Job Title / Job Identification / Organization Position
· Location of the job
· Summary of job details
· Duties of the position
· Machines, Materials and Equipment
· The process followed for supervision
· Organisation working environment
· Health Hazards
· Job Specification

Job specification focus the employee’s physical, mental, emotional specification before HR team decided to hire the candidate. At first a list is prepared based on the jobs are available in the organisation. Then, the details of the jobs are identified and prepared a list on the information.  

This information about each job in an organization is as follows −
· Physical specifications
· Mental specifications
· Physical features
· Emotional specifications
· Behavioural specifications

A job specification document provides information on the following elements −
· Education
· knowledge
· Training and development
· Skills requirements
· Work responsibilities
· Emotional characteristics
· Planning of career
· Job Evaluation

[bookmark: _Toc6905467][bookmark: _Toc18792853][bookmark: _Toc21201873][bookmark: _Toc21202274]4.3 Recruitment Strategy
The second step of the recruitment process is recruitment strategy. It is made for recruiting the candidate. After job descriptions and job specifications, a strategy is to adopt for recruiting the qualified employee.
To prepare recruitment strategy, HR team considers-
· Make or hire employees
· Types of recruitment
· Geographical area
· Recruitment sources

It is a long process to make a recruitment strategy. But it is necessary for an organisation to attract and select the right labour.
[bookmark: _Toc18792854][bookmark: _Toc21201874][bookmark: _Toc21202275]4.3.1 The steps involved in developing a recruitment strategy is given below-

· Setting up a board team
· Analysing HR strategy
· Collection of available data
· Analysing the collected data
· Setting the recruitment strategy
· Searching the Right Candidates

[bookmark: _Toc18792855][bookmark: _Toc21201875][bookmark: _Toc21202276]4.3.2 Sources of Requirement:
Based on the job requirements searching process is done. Searching process is made for find out the right candidates. It is done after the recruitment strategy. There are two steps in this process-
· Source activation – when the line managers give requisition and permission about the current vacancy, search for right resources will start.
· Selling – in this steps organisation choose the media by which they want communicate and attract the candidates for the vacancy. 
Searching process attracts the job applicant to apply for the position. There are two types of sources- 
· Internal Sources
· Internal Sources
4.3.2.1 Internal sources of recruitment refer to hiring employees within the organization through:
· Promotions
· Transfers
· Former Employees
· Internal Advertisements (Job Posting)
· Employee Referrals
· Previous Applicants
· External Sources
4.3.2.2 External sources of recruitment refer to hiring employees outside the organization through:
· Direct Recruitment
· Employment Exchanges
· Employment Agencies
· Advertisements
· Professional Associations


4.3.2.3 Campus Recruitment
· Word of Mouth
· Screening / Shortlisting

Screening is an important step of recruitment process. It helps to identify the unskilled and unqualified candidates. In screening process organisation remove the candidates who are not right for the position. This process has three steps-

[bookmark: _Toc6905468][bookmark: _Toc18792856][bookmark: _Toc21201876][bookmark: _Toc21202277]4.4 Reviewing of Resumes and Cover Letters:

· [bookmark: _Toc18792857][bookmark: _Toc21201877][bookmark: _Toc21202278]Step 1: Reviewing is the first step of screening candidates. Candidates resume is being checked, their education, work experience and overall background is being reviewed.
While reviewing the resumes, to ensure better screening of right candidates an HR must follow-
· Reason for change of job
· Longevity with each organization
· Long gaps in employment
· Job-hopping
· Lack of career progression
· Conducting Telephonic or Video Interview

· Step 2: The second step of screening candidates is telephonic or video interview. After the resumes screening, the hiring manager or HR manager contact with the candidates through phone or video. There are two outcomes-
· Verify if candidates are active and available at that time.

· It provides a quick clear-sightedness about the candidate.
[bookmark: _Toc6905469]
· [bookmark: _Toc18792858][bookmark: _Toc21201878][bookmark: _Toc21202279]Step 3: Identifying the top candidates: It is the third step of the screening process. In this process, the best resumes are selected. The candidates who have the skill, knowledge, ability to match with the job requirement are shortlisted. HR team choose the right candidate within the top candidates.

[bookmark: _Toc18792859][bookmark: _Toc21201879][bookmark: _Toc21202280]This process has the following three outcomes:
· 5 to 10 resume are shortlisted
· Hiring manager can get idea and recommendation
· HR team can hire right employee
[bookmark: _Toc6905470]
· [bookmark: _Toc18792860][bookmark: _Toc21201880][bookmark: _Toc21202281]Step 4: Evaluation and Control: It is the last stage of the process. Here the recruitment process is evaluated continuously and control the unwanted situation. Recruitment process is costly. so it is necessary to evaluate continuously, so that organisation don’t have to conduct the process again and again.

The cost includes are-
· Recruiters salary
· Agency and advertisement cost
· Administrative cost
· Overtime cost
· Cost incurred in recruiting suitable candidates for the final selection process

[bookmark: _Toc18792861][bookmark: _Toc21202282]4.5 What is selection?
Selection is the second stage of the recruitment and selection process. It may be defined as the process of choosing the best one from among the number of candidates. The selection process is a series of specific steps used to decide which recruits should be hired. The process begins when recruits apply for employment and ends with the hiring decision.

Dale Yoder has defined, “Selection is the process by which candidates for employment are divided into two classes those who will be offered employment and those who will not”;

M. Ataur Rahman, “Selection is the screening and filtering process of job applicants who have been invited to apply for the vacant positions through which the process comes to an end”.

The Current Selection Process of IBBL:

[image: Image result for islamic bank selection process]

[bookmark: _Toc18792862][bookmark: _Toc21202283]4.5.1 Initial Screening:
The process starts with initial screening- choosing from the CV’s that fulfil the specific requirements. After a vacancy is announced and CV’s are already collect from different sources.
[bookmark: _Toc18792863][bookmark: _Toc21202284]4.5.2 Written Employment Test:
After the initial screening, next step is the written employment test. In IBBL, written test is applicable for assessment of all entry level positions. The written test is taken mostly to check the candidate’s knowledge on the subject matter for which he is to be taken and also to check his written communication skill.
[bookmark: _Toc18792864][bookmark: _Toc21202285]4.5.3 Work Sample Test:
Work sample tests require the applicant to perform tasks that are actually a part of the work required on the job. The tests are carefully conducted by the IT Division to include the major job functions.
[bookmark: _Toc18792865][bookmark: _Toc21202286]4.5.4 The Interview:
For entry level positions, the next step of the process is the comprehensive interview that is usually conducted by a panel comprising of the Managing Director, Additional Managing Director, Deputy Managing Director and The Head of Human Resources Division. The interviews are always unstructured and each interviewer grades the candidate based on motivational level, communication skill, confidence, how he handles difficulties etc.
[bookmark: _Toc18792866][bookmark: _Toc21202287]4.4.5 Salary Negotiation:
For the entry level positions, the salary is fixed. For other lateral entries, the Head of HRD negotiates the salary with the suitable candidate whenever necessary. The negotiation for suitable designation also takes place during this phase.
[bookmark: _Toc18792867][bookmark: _Toc21202288]4.5.6 Job Offer:
The Head of HRD offers the job to the selected candidate after the final approval is obtained. The Managing Director is the sole signing authority of any appointment letter up to Additional Managing Director, Non-Management and all contractual employees if any other person is authorized for special reason. The Chairman of the Board of Directors is the sole authority to sign appointment letter for the post of Managing Director.
[bookmark: _Toc18792868][bookmark: _Toc21202289]4.5.7 Reference Check:
Reference checks allow obtaining information and opinions regarding the person’s character, quality of the work and suitability for the position. It is an opportunity to validate the information received from the candidate via their resume and the interview. Speaking to the candidate’s manager or other people whom they have worked with should also check internal candidates. The opinion of a referee who has worked can for an extended period is likely to be more accurate than the assessment from one to two hours of interviewing.
[bookmark: _Toc18792869][bookmark: _Toc21202290]4.5.8 Pre-joining document:
The following documents are obtained from the candidate prior to his joining. Officers of Human Resource Division are responsible for the following documents:
· Five Years Bond on part of the MPO.
· Medical Report from the Designated Hospital.
· Verification of all certificates.
· Copy of Last Education and Professional certificates.
· Filled up setup papers (Service Recodes, Declaration of Fidelity, Employee Profile)
· Six copy passport size photo.

[bookmark: _Toc18792870][bookmark: _Toc21202291]4.5.9 Provision Period:
Finally those employees who don’t have any experience must have to go from a privation period. It’s for a short span of time like for 2/3 month. But that who are skilled and have experience doesn’t need it.  
[bookmark: _Toc18792871][bookmark: _Toc21202292]4.6 The summary of Recruitment & Selection Process of IBBL:
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Chapter 5
Analysis, Findings, Recommendation & Conclusion


[bookmark: _Toc16891124]
[bookmark: _Toc18792872][bookmark: _Toc21202293]5.1 SWOT Analysis
The full form SWOT is strength, weakness, opportunity and threats. Every Business suffers from weakness and threats. SWOT analysis help to uncover opportunities that are well placed to exploit. And by understanding weakness of business organization can manage an eliminate threats that would otherwise catch the organization unaware.
[image: Image result for swot analysis]
Islami banks Limited’s SWOT analysis are given below:
[bookmark: _Toc18792873][bookmark: _Toc21202294]a. Strengths:
· Good Management
· Numerous training program
· Active, energetic and high skilled team members
· Friendly working Environment
· Strong Financial position
· Goodwill, strong social position
· Good cooperation between employees.
[bookmark: _Toc18792874][bookmark: _Toc21202295]b. Weakness:
· Lack of experienced employees in junior level management
· Mismanagement/ miscommunication between departments
· Violation of rules are not highly punishable
· Regular training arrangements makes the service slow
· Political negative issues.
[bookmark: _Toc18792875][bookmark: _Toc21202296]c. Opportunities:
· Update employees with new knowledge& skills
· Growth of Sales Volume
· Different types of product class like from poultry to ice-cream 
· Advanced use of technology
· Sophisticated & very informative website
[bookmark: _Toc18792876][bookmark: _Toc21202297]d. Threats:
· Budget reduction for training program
· Competitors lucrative offers
· Deficit of well qualified peoples
· Violation of policies by the top level management

[bookmark: _Toc21202298][bookmark: _Toc18792877]5.2 Questionnaire Analysis:
[bookmark: _Toc21201898][bookmark: _Toc21202299]1) IBBL clearly defines about job description & specification in job advertisement to get right HR in right place.
[image: Image result for pie chart of getting highly qualified employee in bank]
Now the first question I asked about their job description & job specification. 53.3% employees do agree & 20% strongly agree with the statement that when IBBL distributes a job circular the job description & job specification are on it properly.
2) IBBL propagates idea like “come grow with us” & “learning environment” to increase their HR performance.
[image: Image result for pie chart of getting highly qualified employee in bank]


Islami bank always patronage new employees. They are willing to provide a learning environment so that employees might not feel that they are like other machines perhaps they will explore & learn something new every day that’s why more than 50% employees do agree on this statement. 
3) IBBL HR acts like act as consultant to enhance the quality of applicant pre screening process to get highly qualified employees.
[image: Image result for pie chart of getting highly qualified employee in bank]

Learning and development is a part of HR now-a-days, but if the term consultant comes that it’s not related with learning. Sometimes employees might feel that in pre-screening process the authority act as consultant but that just not always happen. So here most employees are in the neutral position.
[image: Forms response chart. Question title: 4) Preferences of top management's personal references in Recruitment process create barriers.. Number of responses: 15 responses.]
Biasness is very much unethical in every organization. If I talk about my survey than here 40% agreed & 26.7% strongly agreed that the top management put their personal reference in recruitment process. Which will definite creates barrier. 
[image: ]
Direct recruitment process must have to gone through a lot of procedures. Each and every step must have design & perform sophisticatedly, which is very time consuming. In other case if employees can be recruited from outsourcing that it needs very little time to find out high skilled employees.
[image: Forms response chart. Question title: 6) The Resume screening and shortlisting method is useful to obtain effective employee.. Number of responses: 15 responses.]
It is very obvious that in a re-known organization like Islami bank, lots of Co’s are dropped every day in job purpose. The HR teams try from their heart & soul to find out the best of best among those applicants. That’s why the % of agree & strongly agree is very high in this point.
[image: Forms response chart. Question title: 7) Recruitment and selections process of this company is costly which create impact on budget of HR department.. Number of responses: 15 responses.]
Recruitment & selection process need some financial support like to create an interview session there have to be some light snacks, written examination needs paper, pen etc. There is also medical check-up system, provision period system. So by considering this type of factors 46.7% of the employees agree on this point. But sometimes the factors can be ignored or can be taken so simply that it might look requirement system doesn’t cost much that’s why 33.3% disagree with the statement.
[image: Forms response chart. Question title: 8) Innovative techniques are adopted in selection process to acquire effective HR.. Number of responses: 15 responses.]
Recruitment and selection process is continuing from the very beginning of the industrialization. It is changing day by day, new technologies and innovation are introducing in it. Some organizations bring so much unique or innovative methods. Islami bank is also trying to adopt unique process but not with too much updated version.
[image: Forms response chart. Question title: 9) They did not compromise with any of the criteria in the Recruitment and selection process to get potential employee.. Number of responses: 15 responses.]
No human being in this universe is 100% perfect. Every person has some lacking. So in the point of view of this statement the employees of IBBL answer neutrally. Because sometimes they might compromise in some case sometime the might not.

[image: Forms response chart. Question title: 10) HR department should make changes the process of recruitment and selection if necessary to improve employee performance.. Number of responses: 15 responses.]
Based on this statement majority of the employees 60% agreed & 33.3% strongly agreed. Changes is a part of peoples life so if an organization want to achieve the highest position it must have to change its policies over time to adjust with the situation. 
[image: Forms response chart. Question title: 11) Their HR maintains an adequate pool of quality “protected class”applicants so that they can use it when they need more potential employees.. Number of responses: 15 responses.]
Their HR maintains an adequate pool of quality in this statement 86.7% employees agreed. None of the employee disagreed on this point. As IBBL is a big organization so they always try to maintain a protected class so they can maintain an adequate pool. 
12) IBBL plays an affirmative action in the selection process to obtaion productive emlployees.
[image: Image result for obtaion productive employees in pie chart]

Islami bank always looks for productive employees. But due to some reasons sometimes the recruitment process might not obtain the expected level. For that reason 46.7% employees here are confused about it that’s why more person neutral with this statement. 
[image: Forms response chart. Question title: 13) Organization will accepts candidates from non-traditional sources if necessary to maintain good HR performance.. Number of responses: 15 responses.]
This statement came with a difference or mix type of answer. If IBBL gets opportunities than some think they will surely accept employees from non-traditional sources, some are in natural position. 

[image: Forms response chart. Question title: 14) Different recruitment process are applied for different grade of employees to select best people for the organization .. Number of responses: 15 responses.]
In an organization there is a hierarchy from top to bottom. To hire a top level employee the recruitment & selection process will be different than selecting a mid-level or low level employee. So for that reason different process are applied in their selection process for different Limited. 46.7% employees do agree on this. 20% neutral & only 6% disagree on this issue. 

[bookmark: _Toc21202300][bookmark: _Toc18792878]5.3 Recommendation
· Recruit efficient manpower in HRD to reduce the work pressure.
· In the Job advertisement the HR department of IBBL can mention their pay structure.
· The company can go for campus selection so that highly educated fresheners could get a chance
· Provide some motivational or recreational activities
· Online recruitment system should have to be more updated.
· HR recruitment and selection policy should be designed to attract more efficient workers for the organization for improvements.
· The organization should focus on their internal political issues; need to solve this problem because it might hamper their image.


[bookmark: _Toc18792879][bookmark: _Toc21202301]5.4 Conclusion:
In modern time business is changing rapidly by the passing of time. The competition is getting wider and wider. So to match up with this competitive changing world every organization must have to apply its own unique theories, ideas & process. I have done my internship into a well-known organization of Bangladesh named “ISLAMI BANK BANGLADESH LIMITED”. As my major is in HR so I joined in there HR team as an intern for 3 months’ time period. The main focus of my intern report is “The Recruitment & Selection Process of Islami banks Limited”. So with the knowledge I have acquire through the whole BBA degree and with the practical corporate working experience I have prepared this report. In this report I have tried my best to identify the selection and recruitment process of IBBL followed by the process they use. As the competitors are flourishing day by day the developing situation is becoming critical. So to reduce this type of problems or to maintain a good position in market the company should give more emphasize on their product and service quality. As well as they should recruit more educated, energetic, skilled employees than their competitors. As we all know humans are the main asset of an organization. 
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[bookmark: _Toc18792881][bookmark: _Toc21202303]5.6 Appendix:

	
Particular
	Strongly 
Disagree
(1)
	Disagree
(2)
	Neutral
(3)
	Agree
(4)
	Strongly
Agree
(5)

	
	
	%
	
	%
	
	%
	
	%
	
	%

	1) “Islami bank” clearly defines job description and specification in job advertisement to get right HR at right place.
	2
	10%
	0
	0%
	2
	10%
	8
	40%
	3
	15%

	2) “Islami bank” propagate ideas like “Come Grow with us” & “Learning Environment” to increase their HR performance.
	1
	5%
	1
	5%
	1
	5%
	8
	40%
	4
	20%

	3) “Islami bank’s” HR Team act as a consultant to enhance the quality of applicant pre-screening process to get highly qualified employees. 
	0
	0%
	1
	5%
	7
	35%
	4
	20%
	3
	15%

	4) Preferences of top managements personal references in Recruitment process creates barrier.
	0
	0%
	3
	15%
	2
	10%
	7
	35%
	3
	15%

	5) Direct recruitment & selection process is time consuming than outsourcing to acquire fruitful HR
	0
	0%
	3
	15%
	3
	15%
	9
	45%
	0
	0%

	6) The Resume screening and short listing method is useful to obtain effective employee.
	1
	5%
	0
	0%
	1
	5%
	7
	35%
	6
	30%

	7) Recruitment& selection process of this company is costly which creates impact on budget of HR department
	0
	0%
	5
	25%
	3
	15%
	7
	35%
	0
	0%

	8) Innovative techniques are adopted in selection process to acquire effective HR.
	0
	0%
	2
	10%
	5
	25%
	6
	30%
	2
	10%

	9) They did not comprise with any of the criteria in the recruitment and selection process to get potential employee.
	0
	0%
	1
	5%
	6
	30%
	5
	25%
	3
	15%

	10) HR Department should make changes the process of recruitment and selection if necessary to improve employee performance.
	0
	0%
	0
	0%
	1
	5%
	9
	45%
	5
	25%

	11) Their HR maintains an adequate pool of quality “protected Class” applicants so that they can use it when they need more potential employees.
	0
	0%
	0
	0%
	2
	10%
	13
	65%
	0
	0%

	12)“Islami banks” plays an affirmative action in the selection process to obtain productive employee.
	0
	0%
	1
	5%
	7
	35%
	5
	25%
	2
	10%

	13)Organization will accepts candidates from non-traditional sources if necessary to maintain good HR performance
	0
	0%
	2
	10%
	4
	20%
	6
	30%
	3
	15%

	14) Different recruitment process are applied for different grade of employees to select best people for the organization.
	0
	0%
	1
	5%
	3
	15%
	7
	35%
	4
	20%
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