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[bookmark: _Toc67007063]Executive Summary

The study of the report is overall activities of recruitment & selection process for their job position in the most popular retail chain organization “BRAC-Aarong.” Here, in the first chapter, the objectives of the study, methodology, scope & limitations of the report are described. The second chapter is fully covered by the literature review where I have described the overall HR functions & activities from my theoretical knowledge by studying text books, various articles & publications. The third chapter is included the information of the organization that are followed by its’ history, logo, meaning of the Aarong, overview of the Aarong, hierarchy system, the statement of the mission & vision, their products & services, corporate culture & hierarchy of HR department. My internship task activities, training & experience on working in HR departments are included in chapter four. The chapter five is described by the Recruitment & Selection process & activities of BRAC-Aarong & this study task was given by my academic supervisor. Based on the study task, key findings & analysis & some recommendations are presented in chapter six & seven included also conclusion part. In the end some references have been mentioned from where I have used the information to complete this report.
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CHAPTER 01
INTRODUCTION











1.1 [bookmark: _Toc52723313][bookmark: _Toc61585846][bookmark: _Toc63188393][bookmark: _Toc67007065]Introduction of the Report

Aarong is a leading fashion & lifestyle brand in Bangladesh. Aarong is a place of love & trust for people, expatriates & foreign tourists. Aarong’s success has played a significant role in the fashion industry of Bangladesh and has created buyers’ interest in the domestic industry. But many no longer are aware of its original purpose & the story behind it. Aarong was established by BRAC with the aim of making a difference in the lives of poor rural women. At present, AAF (Ayesha Abed Foundation) has 15 production centers & 700 sub-centers in remote rural & urban areas of Bangladesh where embroidery, block printing & sprint printing & various types of industrial products are being produced daily.

1.2 [bookmark: _Toc67007066]Origin of the Report

At the end of the BBA program, the students of BBA must need to complete their internship course according to the academic requirements of Bachelor of Business Administration in United International University. Each of the professional degree needs not only theoretical knowledge but moreover needs practical knowledge to victory in this competitive world. The student can get to expose them in the job world & can relate to their theoretical knowledge & concept into real life experience is the main purpose of internship.
· The internship program and the study have following purpose: 
· Gaining knowledge & experience of practical job life, 
· To match up to the genuine situation with the books, lecture & lessons learned in United International University,
· To provide concentrated field practice permitting for hands-on computer work. 
· Introducing with future work situations,
· To complete the prerequisite of Academic program.
My course supervisor has suggested me to prepare a report thorough understanding of the “Recruitment & Selection process & activities of BRAC-Aarong” as I am doing my internship program in BRAC- Aarong, Corporate Office. 

1.3 [bookmark: _Toc67007067]Objective of the Report

Two types of objectives are included in this internship report & these are:
Broad Objective: The broad objective in this report is to introduce myself to the world of practical professionals & gain practical experience which is related to major concentrated area. 
Specific Objective: There are some specific objectives are given below-
· To fulfill the educational prerequisite
· To know about the overview of the organization, where I am doing my internship program that means Aarong,
· To understand the concept of the overall HR functions & activities,
· To accumulate comprehensive knowledge & information about recruitment & selection process of Aarong,
· To discuss about the findings & prove some recommendations based on the topic task,
· To accomplish practical knowledge & experience on HR related operations & recruitment & selection process of Aarong.



1.4 [bookmark: _Toc67007068]Scope of the Report

The analysis of recruitment & selection process of BRAC-Aarong is focused in this report. During the preparing of the report, I had a great chance or opportunity for gaining the depth knowledge about overall activities & processes of recruitment & selection process of BRAC-Aarong.

1.5 [bookmark: _Toc67007069]Limitation of the Report

Some difficulties are faced during the preparing of this internship report & these are given below:
· Limitation of this report of the organization policy is not disclosing some information and data for obvious reason.
· Employees are not allowed to provide confidential data to interns.
· In practical life many things change so the theories and real life implication might be different from one another perspective.
· It was difficult to collect data, which is extremely useful
· Time constraint is another significant part for this study.

1.6 [bookmark: _Toc67007070]Methodology of the Report

The presenting data of the report are collected from various sources which are given below:
Primary Data Source
Primary are those data when the author is originated the data for the specific purpose of analyzing or describing or presenting something. I collected the information from the recruiters of Aarong by face to face conversation & some of the information is presented which are related to my practical job’s responsibilities & duties.
Secondary Data Source
· Internet, website
· Articles, Text book, Journals
· Aarong’s annual reports, documentaries




CHAPTER 02
LITEREATURE 
REVIEW



[bookmark: _Toc67007071]Literature Review

Concept of Human Resource Management
An organization needs skilled manpower as well as skilled forces employees to achieve the main goal and creating skilled manpower is the main task of Human Resource Management & this is the origin of HRM. Aiming to achieve the objectives of an organization with effectively & efficiently recruiting, selecting, developing & retaining skilled workers is called Human Resource Management. It’s a management process that deals with issues related to the life of the industrial/organization as well as human resources. It is mainly involved in various activities such as recruitment, selection of skilled manpower as required by the organization as well as training, development and wage determination of the workers.
The human aspect of management is Human Resource Management. It is a process consisting of the collection, development, motivation & maintenance of human resources. 
· David A. Decenzo & S.P Robbins

Human Resource Management is the combination of attracting, developing and maintaining a productive work force directed at organizational activities.
· Ricky W. Griffin







Importance of Human Resource Management
Organizations whose workers are not properly valued or valued are better referred to as machinery rather than industry. It’s very important to have human resource management in an organization. Because Human Resource Management plays vital role in many activities of an organization such as,
· Increase Productivity
· Life blood of the organization
· Maintaining continuity of production
· Achieving objective of an organization
· Use of modern technology
· Reducing the cost of labor & production
· Increase the quality of product
· Reducing the selling price
· Developing the labor management relationship
· Increase efficient work force
· Planning & implementation of human resource
· Assure motivation of the workers
· Initiating to increase job satisfaction
· Increase morale of the workers
Objectives of Human Resource Management
The purpose of human resource management is to develop productive contributions through the organization’s staff in a way that enables them to perform strategically, ethically and socially.
· W.B Werther & Keith Davis
The importance objectives of proper human resource management are presented below by a diagram:
· Effective use of human resources
· Selection of right personnel
· To make efficient work force
· Increase the efficiency of the workers
· To maintain cordial labor management relationship
· Increasing the morale of the workers
· To assure the labor welfare
· To help the workers improving life style
· To create the opportunity of promotion
· Transfer
· Compensation
· Welfare activities
Functions of Human Resource Management
The work related to the human component of the organization is the work of human resource management. That is to say, the task of human resource management is to mobilize and develop skilled manpower for the smooth running of the organization and to place them in the right place and get the best work from them. 
According to Dale Yoder, outlines human resource management tasks as follows:
· Formulation and development of labor related policies. 
· Identifying, selecting and recruiting sources t of skilled manpower. 
· Conditions of Appropriate Application of Services to the Labor of the workforce,
· Provide various services to enhance the skills of the control personnel and encourage them for their development.
· Preservation and evaluation of related research papers & documentation related to staff.
The analysis of the above discussion discusses the functions of human resource management in two parts:

Managerial Functions:
· Planning: Planning means designing future programs. In the case of human resource management, management planning refers to the formulation of manpower plans, i.e. the arrival of workers in the normal course of the organization, e.g. transfer, promotion, retirement etc. In addition, the organization needs to recruit new staff to expand the program. Therefore, the first task of human resource management is to design the needs of future employees according to the time.
· Organizing: Not only sound education but his alertness and dedication too are most required. One of the tasks of human resource management is to formulate organizational design along with human components and other physical components. It is almost impossible to achieve institutional success without a healthy organizational structure.
· Directing: Direction is a process by which the organization is mobilized. It is not possible to perform organizational tasks properly without proper guidance & direction. So another important task of human resource management is to formulate appropriate direction for the workforce
· Coordination: Coordination means bringing unity among different departments. It is very important to achieve organizational goals. Different departments play a responsible role in human resource management.
· Motivation: The process of getting 100% of the work from the employees is called motivation. It's a way to motivate workers to work. The task of human resource management is to increase the multifaceted opportunities of the workers of the organization to overcome their difficulties and improve the working environment i.e. to motivate them financially & nonfinancial.
· Controlling: Control is also the last step of the work of an organization. Each organization has a standard of work. The control is to determine the deviation by comparing it with the standard values ​​of the editor today and to make necessary correction recommendations. In the case of human resource management, the task is to control the work of the workers in unison with the maximum management.


Acquisition
· HRP
· Job Analysis
· Job Description
· Recruitment
· Selection


Figure 2.1: Functions of HRM
HRM
Functions
Motivation
· Compensation
· Job Evaluation
· Rewards
· Employee 
Compensation & Benefits
· Motivation
Training & Development
Training Methods
On the job training:
· Job Rotation
· Apprenticeship of Coaching
· Action Learning
· Internship &
· Assistantship

Off the job training:
· Classroom training
· Behavior Model
· Case Study
· Video Presentation
· Role Playing
· Company School
· Computer Based training
Maintenance
· Employee safety & health
· Coordinal labor relationship
· Labor welfare activities
· Grievance Handling
· Collective Bargaining
· Counseling

Operational Functions:
· HR Planning: We know planning means making decisions in advance. In the case of Human resource management is same thing. The first thing that is planned here is to decide how many employees are needed for which department of the organization. The assumption is entirely dependent on the recruitment & selection skilled workers.
· Recruitment: One of its staffing tasks. Human resource management seeks out sources of skilled and qualified workforce as needed for the organization and encourages them to apply for jobs. Because the organization is largely dependent on skilled manpower to achieve the desired goal.
· Employees Selection: This is the third important step in human resource management. At this stage job seekers are recruited from among the job seekers following the appropriate procedure. This is a negative relationship process because all recruiters are not selected in this stage.
· Orientation: Here the employees that mean selected workers are introduced to the work environment, equipment, other workers, and high ranking officials etc. to make them suitable for the work of the organization. This is called socialization. The purpose of this is to make the employees aware of the management of the organization without any difficulty in the workplace.
· Training & Development: Not only sound education but his alertness and dedication too are most required .This is important to do .This is important to do. The issue of training and development is very important for harmony. Human Resource Management held various training and development programs for human resource management. In this step, high quality training is taken to enhance the efficiency of the employees of the organization. Giving training enhances the skills of the artisans and enhances their knowledge and experience.
· Performance Appraisal: Here employees are evaluated for performance or staffing. Its purpose is to find qualified employees and make them more useful by recognizing their work.
· Career Development: Career development is an important step in human resource management. Career development refers to the professional development of an employee.
· Compensation & other accessory benefits: Workers work in organizations so that they receive adequate or fair wages to meet their grievances. The task of human resource management is to set appropriate wages for workers so that they can concentrate on their work with interest. They can't do it properly, but they don't pay much attention to their work. The task of human resource management here is to ensure that the workers are provided with adequate compensation and some related facilities in case of any accident. Such as production bonus, food-travel allowance, retirement allowance.
· Discipline, security & health: Necessary measures are taken to ensure the present and future safety measures for the employees working here and to maintain their well-being.
· Good labor management relation: After all, in spite of all the facilities and rules of the organization, if the labor management relationship is not good, then the work environment is not good.
How HR functions affect other functions
The functions of HR are affected to other functions of the HR by the way of Holistic. If the HR department does not provide adequate manpower to the organization then the skilled & experienced employees of the organization will be shortage and that will affect the operation function which will make it very difficult to achieve the company’s goal.



CHAPTER 03
Company 
Analysis

[bookmark: _Toc61728527][bookmark: _Toc64552431][bookmark: _Toc67007072]
Company Analysis
[bookmark: _Toc61728528][bookmark: _Toc64504331][bookmark: _Toc64552432][bookmark: _Toc67007073]This chapter highlights the overall background of the under study company, the overview of the BRAC-Aarong, their hierarchy system, mission, vision, corporate culture & their products & services.

3.1 [bookmark: _Toc67007074]Take a look BRAC - Aarong


[image: Image result for BRAC Aarong]
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             Ayesha Abed	Fazle Hasan Abed	
The main inspiration of BRAC	Founder of BRAC
Aarong is a leading fashion & lifestyle brand in Bangladesh. Aarong is a place of love & trust for people, expatriates & foreign tourists. Aarong’s success has played a significant role in the fashion industry of Bangladesh and has created buyers’ interest in the domestic industry. Aarong was established by the BRAC in 1978 with aim of making a difference in the lives of poor rural women which means “Rural Fair.” The Ayesha Abed Foundation (AAF) was established in 1982 in honor of the petitioner who was the inspiration of the development of cottage industries for women. At present, AAF (Ayesha Abed Foundation) has 15 production centers & 700 sub-centers in remote rural & urban areas of Bangladesh where embroidery, block printing & sprint printing & various types of industrial products are being produced daily. Aarong is the sole buyer of these products produced by 35,000 women working for the foundation. Numerous handicrafts and small entrepreneurs from all over Bangladesh market their products through Aarong. 85% of the total 65,000 handicrafts associated with the Aarong family are women. Aarong sales outlets are basically a one-stop shop with a wide range of creative and traditional accessories, home furnishings products; gold and silver jewelry, skin care products & a variety of other products are available. Aarong is like Nakshikatha to decorate Aarong’s sales center. It’s story is an integral part of thousands of crafts, revealing their creativity and storytelling.

3.2 [bookmark: _Toc67007075]Aarong at a Glance

	
Name of the organization
	
Aarong


	
Country
	
Bangladesh


	
Inspiration
	
Ayesha Abed


	
Founder
	
Fazle Hasan Abed


	
New Chairman
	
Ahsan Manusr


	
Head Office
	
346, Tejgaon Industrial Area, Dhaka-1208, Bangladesh


	
Products & Services
	
Men’s, women’s, Children’s, leather, home decoration’s Products


	
Total Producer
	
500++


	
Customer
	
Group of customers of all age


	
Working Manpower
	
65,000 +++





3.3 [bookmark: _Toc67007076]Mission, Vision &Values of BRAC- Aarong

Mission Statement
Making the Aarong in the best in the world by providing a unique Bangladeshi way of life experience that empowers the lower castes of Bangladesh rural society and women and men to empower and protect the environment.
Vision Statement
To make them one of the famous trade fashion house in the world & lead the market. By their traditional fashion items, dream is to attratct the international customers towards Bnagldeshi culture & tradions.
Core Values of Aarong

Figure 3.1: Core Values of Aarong
3.4 [bookmark: _Toc67007077]Corporate Governance

By the following framework the present corporate governance is mentioned where the realtionship between the management, board of directors, managers, employees & customers is directed & controlled.
Advisor
Chairman
Board of Directors


Executive Officer

Manager
Senior Manager
Managing Director
Assistant Executive Officer
General Manager
Director
Assistant General Manager

Deputy General Manager


3.5 [bookmark: _Toc67007078]Organogram of BRAC- Aarong
Managing Director 
BRAC Enterprises



Sr. Executive MD’s Office No-1, G-5



COO
Aarong

GM, Finance & Accounts
Head of Human Resources 
 
GM,                    E-Commerce Marketing & Sustainability





Manager
SCPD

DGM
 Merchandising
GM
QC
GM 
Supply Chain




Head of 
Design

Head of 
Retail
IT
Sr. 
Architect In fracture




AGM                      
IT
Manager, Security & Maintenance
Retail

Manager, Inventory Control




Manager
Food & Beverage

AGM
Retail

Deputy Manager
Visual Merchandising





Figure 3.3: Hierarchy system of BRAC- Aarong

3.6 [bookmark: _Toc67007079]Products & Services of Aarong

	
Table 3.1: Products & Services of Aarong


	
Men’s
Products

	Women’s Products

	Children’s
Products

	Home textile Products

	
Home Accessories
Products


	Traditional
	Traditional
	Clothes
	Bed
	Kitchen

	Fotua
	Western
	Toys
	Table
	Lamps

	Executive Shirts
	Sandals
	Books
	Living
	Photo Frames

	Maanja
	Stoles
	Shoes
	Kitchen
	Bowls

	Short Kurta
	Nightwear
	
	Rugs
	Platters

	T-shirts
	Fabrics
	
	Fabrics
	Bookends

	Stoles
	Bags
	
	
	Decorative

	Sandals
	
	
	
	Candles

	
Products & Services of Aarong


	
Jewelry
Products

	Terracotta
Products

	Bamboo/ Leaf
Products

	Ceramics
Products

	
Nakshi Kantha
Products


	Gold
	Decorative
	Living
	Plates & saucers
	Bags

	Silver
	Plant Accessories
	Dining
	Teapots
	Table cloth

	Pearl
	Glasses
	Personal Accessories
	Mugs and cups
	Mats

	
	Hot Plates
	
	Wall Hangings
	

	
	
	
	Decorations
	






3.7 [bookmark: _Toc67007080]Corporate Culture



Figure 3.4: Corporate Culture of BRAC- Aarong

During the pandemic situation, it has ordered all employees of the BRAC-Aarong organization to abide by hygiene rules. Before entering the workplace, all employees should wash their hands from the office gate and go to their workplace using hand sanitizer. According to authorize’ decision, all staffs are using one time glass, plates & wearing to mask in their workplace.



CHAPTER 04
Internship 
Experience



4.1 [bookmark: _Toc67007081]Summary of the job
I had got the opportunity to work at BRAC-Aarong as an intern for three (03) months from 20th July 2020 to 20th October 2020 to complete my all academic courses of Bachelors of Business Administration (BBA) degree. Since my major is HRM, I joined the BRAC-Aarong as a HR Intern. So, in the below I’m taking about my internship experience where I have learnt from BRAC-Aarong during my Internship program.
4.2 [bookmark: _Toc67007082]Regular Activities in BRAC-Aarong
The supervisor of Aarong assigned me different types of tasks during the running of my 3 months period. Since I am doing my internship program as an intern in Aarong’s HR department, I have to do some regular work that is related to HR activities. By doing these things I am able to get clear idea about all the things that are helping to enrich the practical experience a lot.
4.3 [bookmark: _Toc67007083]Recruitment & Selection Related tasks
It’s my regular job to compile a list of interviews that select candidates for various positions in Aarong. There are two types of lists to prepare for this interview, Single list where is included serial number, name of the candidates, Father’s Name, Home district & signature & the second one is detail list in where serial number , name of the candidate, Father’s name, gender, age, home district, educational background, experience, viva status & remarks are included. I made a list of single & detail for the purpose of interview.
Receiving Phones Calls:
Another major daily routine during the internship is to participate in phone calls. Many times the employees of HR department fail to attend on the receiving phone calls due to the meeting or their busyness. In that situation I have to talk to various respected people on the phone as well as report the information given by him. In addition, I have to contact those who bring their problems or issues to the HR department and take them to a senior HR employee for discussion.


Updating information in HRMS software:
Another important daily routine is, updating the information in the HRMS software about employees’ leaving, reason, work shifting, and candidates’ list, collect the appointment letter which is missing, also handed the appointment letter over to the HR short list. 
Preparing Data:
[bookmark: _Toc63188410]Every year, the requirement and section is done by the HR department of BRAC Aarong their job`s circular in various platforms (websites, social media, newspapers etc) an lots of candidates drop their CV for applying that position. All candidates CV are not recorded without only the selected candidates. So, for this reason, estimation of how candidates are applied and how much CV`s are gotten by them is undefined .Due to the estimation problem, my task is to prepare the records by collecting of all past CVs according to the classification.
4.4 [bookmark: _Toc67007084]Use of the office equipment
[bookmark: _Toc63188414]In BRAC-Aarong I was allowed to utilize all the sorts of apparatus of the office benefit. I was permitted to use a computer, Web, HRMS software, to total my essential assignments.
4.5 [bookmark: _Toc67007085]Training
· Understanding of the field: HR Planning, scheduling, recruitment & selection process & communicating with candidates, observing them all HR related& works activities, I understood during my Internship program.
· If there any mistakes, how to overcome: During my working days, I made mistakes but my senior colleagues & upper managements was exceptionally supportive, he instructed me with care. But at that point once more I did mistakes as well, so he made a few feedback which actually helped to act positive and learned how to handle these circumstances.
· Management of Time Skills: I am treated as an Intern. My work time was from 8:30 am to 5:15 pm. From here, I learned how to manage my time on under pressure of work, regularly complete my task on daily basis.


CHAPTER 05
Recruitment & Selection
Process of BRAC - Aarong



5.1 [bookmark: _Toc67007086]Sources of Recruitment of Human Resource
[bookmark: _Toc64504959][bookmark: _Toc64552446][bookmark: _Toc67007087]The main task of PMS and Recruitment team in Aarong is to recruit & select of the right people for the organization. BRAC – Aarong usually recruits human resources from 2 sources, internally & externally & these are mentioned & discussed below:

[image: ]
Figure 5.1: Sources of Recruitment of BRAC- Aarong
5.1.1 Internal Sources of Human Resource:
Recruitment is done from the employees working in Aarong’s organization or from their acquaintances but they must have to go through with the formal recruitment process. The internal sources of BRAC-Aarong are described below:
Promotion of present employee: Promotion is the appointment of employees from the current position to a higher position, with more responsibility and dignity. Aarong is recruiting staff by fillup an initial form for a specific position. Usually PMS and new position recruitment method is adopted, in which the employees are interested in the work.
Transfer: Transfer is the transfer of a worker from one position to another. Vacancies are filled by transferring the equivalent posts from one department to another. This is treated as transfer from internal sources.
Part time & Temporary employee: Basically for the particular of project the few peoples are already recruited, after the completion of the project the higher management of hr department will value or assess the candidates for the further vacancy, if they are eligible then they will be directly recruited for part time or temporary employee. It is convenient & Affordable to recruit staff from this source.
Referral system: Existing staff has an opportunity to refer the potential candidates by an internal platform. But they must go through the process.

5.1.2 External Sources of Human Resource:
Advertisement: BRAC-Aarong is advertised in daily newspapers, BDJobs, LinkedIn, and Posturing for human resource mobilization. It is a popular source of recruitment. Advertising qualifications, experience, responsibilities and duties are mentioned.            

Job Fair: Job Fair, Currently it is quite common. Aarong organization organizes job fairs. The fair is usually held on university and corporate job fair and the employees are selected through interviews from the job seekers present.

Head Hunting: This method, especially used by foreign and international organizations, is called executive search. Aarong institutions are collected in various ways by contacting them personally for more qualified and efficient executives in this field.

Walk in Interview: Currently it is quite a popular method. In this method the job seekers appear on the interview board directly in front of the and if the number of candidates is more than short list is called for interview later. This method is used to fill the staff positions of their organization.








5.2 [bookmark: _Toc67007088]Recruitment Process of Human Resource
[bookmark: _Toc64504961][bookmark: _Toc64552448][bookmark: _Toc67007089]The process of recruiting human resources is a certain continuous process. The process of human resource recruitment is the most important process for any organization as it depends on the selection of the staff of the organization. Employees are the main driving force of the organization so all organizations have to maintain the continuity of one process.
The following human resource recruitment process of BRAC-Aarong is shown and discussed:

Human resource planning: BRAC-Aarong’s Human resource recruitment activities are started through human resource planning. And the implementation process starts in the human resource recruitment process activities.

Job Analysis: Through this work the qualifications and skills of human resources are determined and the responsibilities and duties of the respective positions are determined. In fact, this work was carried out smoothly in the early days of human resource recruitment.

Employee Requisition: This stage determines how many human resources will be needed to perform the relevant work.In this case, regardless of the source from which the staff is considered, it is considered how many people are needed to perform the work.

Determine Vacancies: Based on the above information, Aarong institutions determine the number of vacancies created.

Procurement Planning: Once the vacancies in the Aarong organization are filled, it is planned how they will be filled. This stage determines the number of staff to be recruited at each level

Deployment the procurement strategy: When an HR hire the candidates, as an employee he or she needs to accessories at their workplace like – desk, mobile, laptop, diary etc and according to his needs, these accessories will be provided from HR department. 

Estimate potential candidate: After determining the procurement strategy, the subject of search for potential candidates is to give human resource management. In this case, if the purpose is to collect young candidates, then look at the college-university training center. And if you need experience, you have to pay attention to the employees of the competitive organization.

Campaign to attract potential candidates: At this stage the campaign is run to attract potential candidates. Therefore, to take initiative and make efforts to attract potential candidates through internet and other means through daily weekly newspapers and magazines.

Prepare list of candidates: At this stage a list of applicants for the job is prepared i.e. the required documents are checked with the applicants' application.

Screening the candidate and prepare short list: At this stage the application form is selected. This is very important work. Applications are sorted according to specific task and unnecessary application is rejected. Above all the list of suitable candidates is prepared.

Evaluation & Control: At this stage the application is evaluated. Many times it has been seen that more qualified candidates have applied in certain position. In that case the number of applicants is reduced to a special criterion of eligibility. In many cases, if the expected application is not read, more employees are given the opportunity by determining the qualifications. 

Started selection process: The human resource selection process begins after the evaluation and control work is completed. In fact, the process of human resource selection ends with the collection of human resources
  


	HRD, AARONG, AAF (Checklist for Recruitment File)

	

	SL
	Subjects
	Staff
	Status
	Remarks

	1
	Approved staff requisition
	 
	 
	 

	2
	Advertisement(bdjobs/poster/mail)
	 
	 
	 

	3
	Approved Question Paper
	 
	 
	 

	4
	Invigilator
	 
	 
	 

	5
	Candidate list with candidate's signature (written & viva)
	 
	 
	 

	6
	Written result
	 
	 
	 

	7
	Interview board member list
	 
	 
	 

	8
	Interview top sheet with board members' signature
	 
	 
	 

	9
	Interview Result
	 
	 
	 

	10
	Deployment Sheet
	 
	 
	 

	11
	Photocopy of signed holiday allowance
	 
	 
	 

	12
	Other special Papers
	 
	 
	 

	13
	Overall Comments
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Check & verify Organization
Staff Requisition


Short listing the potential applicants
Collecting & Screening
Job Advertisement


Compile Interview Results
Conduct Interview
Schedule & arrange the interview



Issue Appointment Letter
Candidates’ Verification
Informed Selected Candidates




Joining & Orientation


Figure 5.2: Recruitment Process of BRAC-Aarong
5.3 [bookmark: _Toc67007090]Selection Process of Human Resource

Aarong Institutions are accepting applications from candidates to fill the vacancies as required. Many steps are taken from accepting the job application to the final selection. Inadequate staffing is eliminated at every stage of the action due to various adversities. And this process is called discrete selection process. But in many cases one can come to the third stage and have the signature of greater skill, success and expertise. So in that process the final consideration is to reject the election by considering all the steps as a whole without rejecting the candidates in each step.
Aarong's comprehensive selection process does not exclude staff at every step. The final decision on the selection is made on the basis of the evaluation of all the steps and the disqualified ones are eliminated at the last stage. The advantages of this process are,
· It is a more practical process, by evaluating all its steps to select the eligible candidates.
· In this process the successes and weaknesses of the party are recognized,
· Eligible and skilled candidates are selected by verifying the highest qualification skills in this process.
	
	



The selection process of BRAC-Aarong is highlighted with the help of diagrams:
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Figure 5.3: Selection Process of BRAC-Aarong

Receipts of Application: Usually the human resources department of BRAC-Aarong publishes advertisements in newspapers, bdjobs portal, social media inviting from potential candidates to fill the vacancies in the organization. The advertisement mentions the name, number, educational qualifications and experience, salary scale, last date of application and required documents.

Screening the application: At this stage after receiving the application for the specific post it is seen whether the candidates have applied as per the required conditions as per the demand. 

Employment Test& Interview: After the selection of the application the applicants are called for written test. Candidates are taken written test for general knowledge and initial screening. The purpose of the test is to select initial screening and in this case unqualified candidates are excluded from the selection process.
Candidates who have passed the written test at this stage are called for interview. This test is called an oral test. In this test, the institution authorities exchange views with the candidates. It tests 
· Personal behavior, interview material,
· Expression,
· Knowledge, skills and 
· Instant intelligence.

Check the previous employment history:. At this stage, after prior history and research, a list is initially selected of the acceptable staff and sent to the hiring authority for approval.

Medical test: Initially selected candidates are asked to appear before the Medical Board for a health examination. This test looks at the physical and mental well-being of the candidates, youth, eyesight, blood pressure, infectious disorders. Basically the workers are checked whether they are physically and mentally healthy.

Final Selection: At this stage, the list of candidates who have passed the medical test is finally selected and its list is prepared and sent to the authorities for approval along with the appointment recommendation.

Placement or appointment: In this case the final selected candidates are given appointment letters for communication in a specific way. This appointment letter mentions the name, salary scale, allowances, other facilities and other conditions.

Joining Letter: In this case, the appointment letter has to provide the communication report within the specified time and through this the selection process is completed.

5.4 [bookmark: _Toc67007091]During pandemic situation Online recruitment & selection process of BRAC - Aarong

Using E-Recruitment System: 
E-Recruitment& Selection system is basically seeking potential candidates & hiring new personnel based on online through using technology & in specific web based resources. Due to the COVID 19 epidemic, BRAC- Aarong takes advantage of the Internet & Intranet in recruiting their vacancies.
BRAC-Aarong when plans to hire employees from an internal source, they post their vacancies on the company’s own web portal.
In addition to hiring employees from external sources, they also post vacancies on various social media as well as post on BDjobs.com in where the details are given like –
· Job Description & person specifications
· Salary
· Application Deadline
· Email ID
· Job posting area etc 
[image: ][image: ]
                           BRAC-Aarong’s Web Portal                                        BDjobs.com
The process of hiring new employee in BRAC-Aarong are given below and this process has been conducted remotely during covid 19-
Requisition & Approval
Line Manager or department head identifies the need of new employment and shall provide the Requisition using the prescribed Head Count Requisition (HCR) Form along with Justification, Job Description with 3-6 months’ deliverables and approximate salary to the HR for the appointment. 
Recruitment Committee (RC) validates and recommends the HCR. If majority recommend “Yes” will be forwarded to Director, If “No” will be declined. This step is usually completed using their in house developed software. 

Job posting & Advertisement
After receiving the approved HCR, The RR department usually publishes the job circular in different job portals. They mostly use online platform to give advertisement on the job openings. Sometimes they publish the job openings internally so that internal employees can submit their application. 
Job circulars generally contain the following information:
· Job title 
· No of vacancies
· Detailed JD & responsibilities (Role Definition)  
· Qualification & experience in details.
· Work location
· Educational Requirements
· Required Certifications
· Application Deadline 
· Instructions to Apply

Interview & Written Assessment
Interview & Assessment process contains the following steps.

Initially screen out CV’s done by Line Manager & HR considering the criteria mentioned in the approved HCR Form.

A department wise online Core Competency Test (CCT) is conducted by HR of shortlisted candidates before interview and whoever obtains 50% marks shall be considered as passed.   

The shortlisted candidates who pass the core competency test are invited to the first interview with the HR & Line manager. HR generates the assessment report (CCT test marks and Viva Result) and forwards it to RPC (Recruitment Process Committee) and the Line Manager/Dept. After that, Candidates are invited to a second interview session with recruitment committee members. If the candidate is finalized, he will sit for a final interview with the Director of BRAC-Aarong. The interview sessions have been conducting though Google Meet or Microsoft Teams during this pandemic. 

Employment offer
The HR department of BRAC-Aarong offers the opening/replacement position to a potential candidate upon acceptance of the Director. The company considers the Remuneration package based on the qualifications & experience of the selected candidate. The recruiter confirms the selected candidate by Email & Phone call, HR asks to submit the scanned copy of all personal document/credentials. After the reference check, the Appointment letter is issued to the hiring candidate prior to his/her joining in the offered position.

Joining
The hiring candidate must submit the following documents such as updated CV, Photocopy of all Academic Certificates, Latest colour photograph (PP size-2), Clearance from previous employer (Applicable only for the experienced candidates), Experience/Release certificate, Certification of Internship, Photocopy of National ID card/Birth Certificate.
Procedure by BRAC-Aarong:
· Appointment Letter 
· Joining Pack (Joining Form, Code of Conduct, NDA & Employee Information Form)

Probation
Any selected candidate is placed in probation for six (6) months. After completing the probation period, the employee will be able to receive some benefits as per company policy such as Provident fund, Insurance, Maternity/Paternity Leave, Earned Leave and Pilgrimage Leave etc. If the performance of an Employee is found not up to the market and he/she is unable to meet the expectation, the probation period is usually extended for additional three months. During this period the line manager helps the employee to understand his/her performance gaps and provides on the job training to fulfil the job responsibilities. 

Benefits of Online Recruitment & Selection System
Keeping employees safe & healthy is the main concern of BRAC-Aarong duing the pandemic situation. 
This online recruitment & selection system is also benefited on-
· Time savings
· Minimized Hiring Cost
· Flexible & easy to accessible to individual
· Shorten hiring process
Challenges 
During the pandemic situation, there was limited vacancy in BRAC-Aarong. And for that position, they took interview from the potential candidates by virtually where there was used zoom app or Skype. But there were some challenges, they were faced & these were: 
· Network Interrupt,
· Extra Noise,
· Communication problem,
· Timing etc. 
And for that they were failed to select some potential & capable candidates. 





CHAPTER 06
Findings & Analysis





6.1 [bookmark: _Toc67007092]Findings & Discussion

Findings 1: Changes of Human Recourses Management Practices during Covid 19
During Covid 19, They had to make some changes in the regular human resource management practices of the company to be adjusted with new normal such as the whole recruitment and selection process was conducted remotely; the newly hired employees were given online orientation and the departmental training programs were also arranged in online platform; monthly assembly & birthday assembly are being suspended; no cultural programs or office ceremonies or annual picnics have been arranged. Hence, the company was not able to provide some non-financial benefits to its employees but the employees were not deprived from direct financial benefit. There were no drastic changes in the functional activities of the HR department and the HR department were required to introduce some new policies like home office, roaster duties etc.

Findings 2: Challenges on “Online Recruitment Process” for this current situation
During the pandemic situation, there was limited vacancy in BRAC-Aarong. And for that position, they took interview from the potential candidates by virtually where there was used zoom app or Skype. But there were some challenges, they were faced & these were: 
· Network Interrupt,
· Extra Noise,
· Communication problem,
· Timing etc. 
And for that they were failed to select some potential & capable candidates. 



Findings 3: Changes on health & hygiene issues in current situation
Health and Safety Measures
HR departments have taken health & safety measures collaborating with Admin & Logistics department in the workplace following this global pandemic. Such as-
· There were hand sanitizer & soap readily available to all employees.
· There were thermal cameras in office for checking temperatures at the door. 
· They clean and disinfect at least two times a day of objects and surfaces such as cubicles, floors and bathrooms etc.
· They have kept a wet floor mat to disinfect the shoes while entering to the office.

Health & Safety Guidelines
On behalf of the management of BRAC-Aarong Company, HR department have set several guidelines for all the employees to be adjusted with the new normal. 
· Employees were strictly instructed to wear face masks and hand gloves in the office.
· Employees were not allowed to invite any visitors and clients in the office premises.
· Events, conferences and meetings should be arranged remotely using Microsoft Teams.
· 3 meters of physical distance should be minted by the employees in the workplace.
· Employees should avoid physical greetings like handshaking and social gathering in the workplace
· Employees must not enter the office if they are suffering from fever or cold.
· Line managers have been advised to introduce roaster duty for their departments to reduce the physical presence of employees in the workplace. 
· If any employee gets infected with corona virus, he has to be self-isolated for at least 14 days and show the medical test report which shows negative result prior rejoining to the work.   


Findings 4: Succession Planning for Future
Some leaders have been set from the management of BRAC-Aarong to implement the succession plan. Then HR selected sorts from them based on their capability & performance & give them some different challenges to implement the succession plans.

Findings 5: Following steps for hiring wrong person in a wrong place
BRAC-Aarong doesn’t postpone their work activities. Whenever they find they selected a wrong person, they don’t provide confirmation letter to him then they again call the other candidates from their short listing for taking interview or they follow again entire the process of recruitment & selection to find out the right people for the right place in the right time.

Findings 6: Selection Tools In Interview session
Basically in interview session, they selected the candidates based on
· Who are goal oriented & 
· Who are more concern on achieving the goals &
· Who have leading powers.

Findings 7: Types of Test / Interview for different position
Basically it depends on the requirements of the position. It varies from department to department or from position to position.
Basically Interview & Assessment process contains the following steps.

Initially screen out CV’s done by Line Manager & HR considering the criteria mentioned in the approved HCR Form.

A department wise Core Competency Test (CCT) is conducted by HR of shortlisted candidates before interview and whoever obtains 50% marks shall be considered as passed.   

The shortlisted candidates who pass the core competency test are invited to the first interview with the HR & Line manager. HR generates the assessment report (CCT test marks and Viva Result) and forwards it to RPC (Recruitment Process Committee) and the Line Manager/Dept. After that, Candidates are invited to a second interview session with recruitment committee members. If the candidate is finalized, he will sit for a final interview with the Chief Operating Officer of BRAC-Aarong. 

Findings 8: How HR functions affect other functions
The functions of HR are affected to other functions of the HR by the way of Holistic. If the HR department does not provide adequate manpower to the organization then the skilled & experienced employees of the organization will be shortage and that will affect the operation function which will make it very difficult to achieve the company’s goal.

6.2 [bookmark: _Toc67007093]Key Findings

· The foremost critical viewpoint of recruitment and selection is the shortage of workers.
· For recruiting both inside and outside sources are utilized, outside sources are emphasized.
· The recruitment and selection process are cost effective for candidates.
· The organization has standard criteria for selection like fundamental qualification, communication, and aptitude and in a few cases experienced is additionally considered.
· Social Media, Web portal & BDjob.com plays an important role as a media for the advertisement of the vacancy.
· Before selecting candidates board interviews are organized in the organization.
· For preliminary interview interpersonal skill has been mostly emphasized in the organization.



CHAPTER 07
Critical Observation, Recommendations & Conclusion



7.1 [bookmark: _Toc67007094]Critical Observations & Recommendations

During performing my job responsibilities in BRAC-Aarong, some observations, I had found out which made my job task more time consuming & challenging. If the problems have to be solved then proper steps need to take in this sector. These are discussed below:
1. Sometimes inviting the candidates for interview when I call them, I have found that some candidates were not interested to attend the interview because a long time ago they had submitted their CV & has already they got offer to join another company.

This is happening because the drop boxes of CVs are not checking regularly & properly. For less time consuming & getting potential candidates, the drop boxes of CVs need to check regularly with proper care.

2. Sometimes for working in preferred outlet & shift, some candidates were confused. At first they are interested & agreed to join any outlet & a particular shift in the interview board but during their reporting to outlet manager they showed uninterested.

On the off chance that the authority infers more strict rules in this prepare at the point this sort occurrence will not take place in future.

3. Some of the time during documents & record checking session the candidates might not oversee to bring all the required reports which were considered and permitting them to yield it afterward. After joining the outlets the deals partners did not bother to bring those records and yield it to the HR department. As a result the reports & documents remained lost.
The sales associate ought to not be permitted to connect their outlets some time recently submitting all the documents. Rules ought to be inferred on the deals partners that they can connect their outlets after submitting all the essential records. In the event that they gotten to be incapable to yield in case of crisis at that point additional time should be given to them to yield those records.

4. Some of the time after joining the outlets, it took a long time to overhaul the sales associates’ individual file since of not getting the arrangement letters from the outlets. Without the signed appointment letters person record might not be made.

Outlets managers ought to act in this issue in arrange to send the arrangement letters to the HR department in time to dodge that inactivity.

5. Some of the time issue in HRMS computer program made my assignment more time devouring. Amid updating the data it did not take command appropriately and appeared a few blunder codes where I had to put all the data from the starting which caused my assignment more time expending.

Appropriate steps ought to be taken to create the computer program more progressed in arrange to avoid this sort of latency within the enlistment prepare.

5. During the pandemic situation, many of the potential candidates could not participate in the interview session at BRAC- Aarong for having short timing in interview session.
So, BRAC-Aarong should extend their interview time when they take interview on virtually for any unpredictable situation.  

7.2 [bookmark: _Toc67007095]Conclusion

We all know that BRAC-Aarong is considered as one of the most successful leading fashion & lifestyle brand in Bangladesh. They have currently more than 500 employees and the company doesn’t discriminate any employee on the basis of gender or religion. 
On behalf of the management of BRAC-Aarong, The HR department always ensure a safe and friendly environment in the company. They want their employees to work in an environment where they feel recognized, valued, and supported by their line managers and their colleagues. They intend to take safety measures and precautions to avoid occupational hazards situations in the workplace.
The HR department may contribute to the company’s success by acquiring the best talent for the organization. They are continuously working for the betterment of employees in the workplace. Their main focus always remains in employee turnover. They intend to retain qualified and proficient employees within the company by offering lucrative compensation package and provide opportunities for their career development. BRAC-Aarong has some exclusive employee retention programs such as lucrative remuneration package, equal opportunity for promotion and Increment, recognition and reward system like work anniversary celebration, birthday assembly, effective teamwork & employee orientation program etc. They also have the best practices in developing the culture of workplace.

Within the past chapter I indeed have recorded the actualities of the think about. I have attempted to point out the qualities and shortcoming of the framework. With restriction of time and distraction the official works. I had to work on the study; I have tried my best to gather all accessible information and other data with respect to present recruitment and selection practice in BRAC-Aarong. The extreme result of BRAC-Aarong will be profited in case its guides to its employees are a positive manner.

I sincerely hope the report has been able to provide us an overview of Recruitment & Selection process & activities which are done by HR department of BRAC-Aarong.
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Appointment Letter
BRAC-Aarong

[bookmark: _Toc67007097]Questionnaire

1. How HR function effects other function?
2. What are the changes took place during pandemic?
3. What are the challenges you are facing in recruitment process for this current situation?
4. What types of health and hygiene issues changes compare to previous situation?
5. Are you done any succession planning for future? If yes then How?
6. On which area you focus more during recruitment?
7. What are o if you ever select a wrong person in a wrong place?
8. What types of attitude you expect in an interview session?
9. Which types of methods do you follow in recruitment process?
10. What are the sources of recruitment you follow for the assign position? As well as their advantages & disadvantages?
11. What kind of selection tools are you used during the interview session?
12. What types of test/interview you apply for the different position?
13. Which part found challenging under the recruitment process?



Aarong


Effectiveness
Create impact through achievement of agreed objectives,
Solve problems constructively,
Be driven by achieving results


Inclusiveness
Treat everyone fairly without discrimination
Be open and responsive to diverse perspectives
Think ‘One BRAC’


Innovation
Think creatively for solutions while learning from setbacks and mistakes
Be courageous to try something new
Adapt well to changes in work environment


Integrity
Be honest in all dealings
Be reliable and trustworthy
Assume complete accountability for actions

















Corporate Culture


Providing Bus Services to their employees


Arranging Employee Training


Providing Food Facilities


Organizing cultural attributes such as picnic session, bonuses
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November 08, 2020

Ms. Naima Chowdhury
D/O- Minhajul Chowdhury
H- 726/15, R-10, Adabor, Mohammadpur, Dhaka

APPOINTMENT AS AN INTERN

Dear Ms. Chowdhury,

We are pleased to appoint you as an Intern in the Human Resource Department of
for 3 (Three) months effective from November 8, 2020 on the following terms. Q‘N
.

1. You will be paid a consolidated amount of Tk. 5,000/= (Taka housa
and will not be entitled to any other allowance, benefit, or remul

2. You will be reporting directly to Mr. S.M. Zahidul Islam, Senior Mar
3. Your role will be of a temporary assignment and not a perm

4. You shall maintain strict confidentiality during this contract
shall not reveal or make available any information or d
including, but not limited to, information or document r
customers, agents, activities, transactions, and polic -
business of BRAC-Aarong.

By signing and returning a duplicate copy of this letter, ple:
of the conditions herein. .

Thanking You,

Johﬁed

General Manager, HRD
Aarong and AAF

Copy to: Finance and.
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