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Subject: Internship report on “HRM Practices in ZAHUR & MOSTAFIZ Chartered Accountants.”

Beloved Madam,
By means of outstanding admiration and mammoth gratification, I am acquiescing the internship report on “The activities of Human Resource Management in Zahur & Mostafiz Chartered Accountants. Which was dedicated by you to me and it is an indispensable prerequisite of the practicum program. This is a colossal prospect for me to collect cosmic data and it is clasped by suitable approach. This schoolwork is relatively eye-catching, advantageous & perceptive. I have strained to give my preeminent to make an actual & commendable report. Through this report I exasperated to provide strong perception about the whole purposes of HRM activities in Zahur & Mostafiz Chartered Accountants. Through your debriefing & disapproval on the report, I have been able to learn so many things and got chance to study more & enhance of my understanding. There are so many faults have occurred when I was making the report though I have given my best effort on it.
Therefore, I hope you will ponder the mistakes which might have took place in this report despite of my trying best. Thanking you and I hope that this report will qualify your approval.

Sincerely yours,
Nazifa Taslim Rafa
ID: 111131149
BBA Program
United International University
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[bookmark: _Toc491431085][bookmark: _Toc533220232]Executive Summary

ZAHUR & MOSTAFIZ Chartered Accountants is one the of well-known Chartered Accounts firms in Bangladesh. It has started its operations from 2008 and it is also a member of KRESTON INTERNATIONAL, a global network of self-governing accounting firms. ZAHUR & MOSTAFIZ Chartered Accountants has been providing several kinds of services. ZAHUR & MOSTAFIZ Chartered Accountants is the parent firm & the firm got two distinct subsidiaries businesses. Which is Z & M Sourcing & Z & M Tours & Travels. I have done my internship under ZAHUR & MOSTAFIZ Chartered Accountants HRD and my Topic is “The HRM Practices in Zahur & Mostafiz Chartered Accountants”.

For gaining a competitive advantage which is viable over competitors Human Resource is the most significant resource of every firm. For creating a competent workforce several practices which were used globally by different firms so that the HR resources can be managed. These Human Resource practices are treated as a set of principles which are used as a contributor which is probable for finding suitable personnel for improving their loyalty, obligation & productivity towards the firm. For every firm’s Human Resource are the most important resource of each firm to gain a viable competitive advantage over the competitors. 

This report holds the summery of HR practices practiced by ZAHUR & MOSTAFIZ Chartered Accountants and how it’s important for improving its manpower. This analysis is based on the expedition of mine being an intern of HRD.

The key resource department of every organization is Human resources to gain a defensible viable benefit done participants. Every organization has to manage their human resources because they are the asset for the organization. Every organization do numerous practices and those practices are accepted by internationally. By doing this various practice they can build a proficient employee. HR Practices are a set of values which is used as a possible provider that catch appropriate employees developing freshman, output & trustworthiness on the way to the corporation. 

I have modestly tried in my report for upholding all the HR practices & actions by ZAHUR & MOSTAFIZ Chartered Accountants, finding the weaknesses will draw them back & make some recommendation that may make their situations better. 
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· [bookmark: _Toc535894473]Introduction of the Report

In today’s corporate world HRD is the most emerging department in today’s new age. Through formerly big organizations of the corporate world couldn’t recognize the importance of HRM but today the situation has changed, every reputed organization is emphasizing on HRM practices for its betterment. The main moto behind this new changed view toward HRM is realizing that a firm runs by the HR of the company, not with the machines. So, if any company intends to gain long term success there is no other option than maintaining proper human resource practices. So, like any other organization Zahur & Mostafiz Charted Accountants is also conscious enough in terms of practicing HRM. In this report my main purpose is detecting the zone of human resource practices of ZAHUR & MOSTAFIZ Charted Accountants.

· [bookmark: _Toc535894474]Background of the report

It can be said without any doubt that the corporate world is rapidly changing. So, the HRM has to be well equipped for dealing with such changing possessions as it is an important part of the organization.  For HRM these changes indicate globalization, workforce diversity, technology changes and many more. On the other hand, skill changing requirements, decentralized workforce, contingent workforce, continuous improvement initiatives and employee involvement are the confronting issues. So, now one of the biggest challenges for HRM is supporting the firm by providing best personnel for a required suitable position in the shortest possible time. It starts with planning & recognizing the vacancies for them which is indeed a great task. Furthermore, attracting & selecting the suitable applicants & choosing the best person in another challenge.

One of the major costs of a company is the cost of the recruiting employees. So, planning properly and formulating those plans is the task which require improvement and more focus. 
Equal opportunity & sourcing are also avital role. We tried to find the differences & similarities between the theoretical aspects by realizing this need with the help of taking some practical steps taken by the firm, also automation process of human resource practice through human resource software that is important with right software vendor selection. 




· [bookmark: _Toc535894475]Scope of the report

I have completed this report through extensive conversation with the various employees of the firm. One of my colleagues provided me a pamphlet by the asset management company which helped me a lot in formulating the report. During the making of this report I came to know a lot of things about this CA firm and got the opportunity to apply my knowledge practically in the HRM actions practiced by the Z & M CA firm. 

· [bookmark: _Toc535894476]Objective of the report

The primary purpose of making this report is providing an enhanced analysis on the entire human resource practices of ZAHUR & MOSTAFIZ Chartered Accountants. This report will come out with the view of how Z&M CA firm is focusing of different process of selection & recruitment, performance appraisal, compensation, development, training & human resource related activities. 

· Broad Objective:

· Identifying what sort of HRM practices are occurred by ZAHUR & MOSTAFIZ Chartered Accountants.
· Enhancing my experience.

· Specific objectives:

· Knowing the internal structure of the administration & management.
· Analyzing over all human resource practice of that firm.
· For overcoming complications recommending essential steps.

· [bookmark: _Toc535894477]Sources of data

· Primary data:
Principal sources of information are those that we collect directly from the events, practices, or conditions and these are the first-hand information. All-purpose, documents which were generated by the onlookers when the events are occurred. I have together these data from 
Through primary sources of information, we get that information which have been collected directly from the practices, events or conditions and this information are considered as he first-hand information. For this report I have collected the primary data by following the procedure mentioned below:

· I have conducted a face to face discussion with the relevant officers
· I have made undeviating interpretations
· I have directly observed my co-workers while working in the firm
· Real exertion 
· Interview with Head of HR 

· Secondary data: 
Information which is collected from the third party, documents, and files of the firm or any events is called the secondary sources. The secondary data of this ca firm was collected in the following way:

· Annual report of ZAHUR & MOSTAFIZ Chartered Accountants. 
· Different text books. 
· Website of the ZAHUR & MOSTAFIZ Chartered Accountants. 
· Internal files & folders of ZAHUR & MOSTAFIZ
· Daily diary activities of ZAHUR & MOSTAFIZ
· Different publications of the firm 
· Website of ZAHUR & MOSTAFIZ Chartered Accountants
· From performance appraisal previous layout design



· [bookmark: _Toc535894478]Limitation:

Though I have tried my level best for making this report on the base of available complete information & facts, but still I had to pass through limitations which I believe were inevitable. I really had to work hard to gather all the information, carrying out the calculation and completing the assignment as we couldn’t get much information from the firm’s website

· Our limitations include:
       
· Incomplete Information:
While collecting, in many data I have found incomplete answer from the sources. This occurrence also hampered my work to be correctly done in time. From some personnel I have also found some responses which misleads.

· Time limitation
I had a small chance for spending enough time in the office premises so that I could be able for preparing such a vast report within such a short time of period.

· Short experience
As I have tiny experience of working on such a big plan & in the stage of learning, I did try my best with my heart & soul for preparing this report professionally.
 
· Lack of Current Data:
During preparing this report I have tackled a problem of lacking updated and current data.  Which really made an obstacle for me while preparing the report.
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· [bookmark: _Toc535894481]Company Overview

Zahur & Mostafiz Chartered Accountants has been established in the year of 2008 with an objective to provide an expanded range of services related to accounting & finance for the clients of USA, Bangladesh & UK for aspiring to be known as the quality service with the global work permit of Bangladesh. Mainly it is a team of chartered accountants of Bangladesh, with experience of professionals & vast knowledge, specializing in the fields of auditing & serving clients, taxation, accounting & foreign investment along with the host of other financial assistance with base of its at Dhaka, Bangladesh.

Zahur & Mostafiz Chartered Accountants provides three types of services such as:

· Chartered Accountants Firm
·  Tours & Travels 
·  Import business 

· The partners of this firm are: 

· Md. Zahurul Islam, FCA
Associate Member of the Institute of Chartered Accountants of Bangladesh.
 
· Mohammad Mostafizur Rahman, FCA
Associate Member of the Institute of Chartered Accountants of Bangladesh.

[bookmark: _Toc470652658][bookmark: _Toc480408132]The team of this firm includes several numbers of qualified and part qualified chartered, consultants and HR executives, cost accountants, IT experts, lawyers, economists and VAT experts. All the personnel have good long demonstrated track record in their arena. Their goal is to employ right people in right position. After assembly in the firm, it provides essential training and other technical provision to make them more effective. The firm has 50 specialists under the control of two partners devoted to serve its valued clients.



· [bookmark: _Toc535894482]Mission statement

For providing business, individuals & entrepreneurs with the quality of uppermost accounting, tax planning, human resource management, business advisory & auditing carried in an innovative, efficient & timely manner by team that is expert which will clearly enjoy working together for overdoing their client’s requirements.
· [bookmark: _Toc535894483][bookmark: _Toc470652660][bookmark: _Toc480408134]Vision statement
For becoming the most respectful professional accounting firm within the region where clients can come with peace of mind, that their interest will be cared by team which enjoys working with each other & provides consistent & high-quality services for ensuring the justified value of the money which customers will pay. 
· [bookmark: _Toc535894484]Values

· Quality
· Fairness
· Transparency
· Customer Focus
·  Innovation
· Continuous Improvement

· [bookmark: _Toc460184541]Quality Policy ZAHUR & MOSTAFIZ Chartered Accountants:

· One of the significant visions is providing services for consistent & high quality, safeguarding value of money for the clients.



· For attaining the vision of ZAHUR & MOSTAFIZ Chartered Accountants:

· Understanding, meeting, exceeding customer expectations, accepting by aiming to achieve business expectations. 

· On Quality Management System following international standards for ensuring continuous quality of services for achieving customer satisfaction.

· For ensuring compliance to superiority standards Zahur & Mostafiz Chartered Accountants documented employees track entirely. 

· Through participation & steady training in the search of continuous progress of the Quality Management System for growing a pool of HR of the firm to their full.

The dense calls on organizations to embrace the ten worldwide principles in the key zones of labor standards, human rights and the environment.

·  These Ten Principles are:

· Human Rights
1. To respect and support International Human Rights within the organization's sphere of impact.
2. To make sure that their own organizations are not complicit with Human Rights Desecration.



Labor:
3. Ending discrimination in the workplace.
4. Abolition of child labor.
5. The precise to collective bargaining and gratitude of freedom of association.
6. To eliminate the use of forced and obligatory labor.

Environment:
7. To support a defensive approach to environmental encounters.
8. To commence initiative to promote superior environmental responsibility.
9. To encourage the diffusion of ecologically friendly technology.

Anti-corruption:
10. To work against all forms of corruption counting bribery and extortion.














Hierarchy Structure of ZAHUR & MOSTAFIZ Chartered Accountants:

Management trainee / Assistant manager
Senior executive officer
 
 
Manager
 
Senior manager
 
Assistant general manager
 
Deputy general manager
 
General Manager
 
Deputy managing director
 
Managing director
 

	Junior associate


 
Trainee associate


Internship / Article Student












· [bookmark: _Toc535894485]Key facts of ZAHUR & MOSTAFIZ


Some important key facts about Z & M CA firm are given below: 

	Name of  the company 
	ZAHUR & MOSTAFIZ Chartered Accountants

	Legal form 
	BPO company 

	Date of commencement 
	January 06, 2008

	Registered office 
	H.R. Bhaban (5th floor) 101, Bir Uttam A.k. Khandakher road, Mohakhali c/a, Dhaka - 1212

	Web page 
	http://www.zahurmostafiz.com/ 

	Managing director 
	Md. Zahurul Islam, FCA & Mohammad Mostafizur Rahman, FCA



· [bookmark: _Toc535894486]Key competence drivers

· For every investor devoted manager relationship
· From any place liberty to trade
· Broader branch networks
· User-friendly & reliable online transaction capacity
· For every execution prompt confirmation
· Endangered custodianship of client’s resources
· Privacy of portfolio status & trade
· Insights & research for more informed & better speculation verdicts 
· Distinct exchange facilities of senior citizens & females

· [bookmark: _Toc535894487]Key strengths

· To ensure high level of correctness in running the accounting department.
· The book keeping team can log transactions straight into the accounting systems of clients and can deal with their CFO.
· The services are aimed at supporting the clients with their tax preparation needs and accounting.
· The firm is committed to help its clients in reducing the accounts and finance operating costs and improve their gains and productivity.
· Cost effectiveness
· Accuracy and reliability
· Customized solutions to deal with every discrete need
· Highest confidentiality of the data
· Team of skilled analysts.
· In house research competences and experienced professionals
· Squad of well-known law conversant
· Team of experts aware with Bangladesh Bank, BOI, Banks, RJSC and Financial foundations related jobs.

· [bookmark: _Toc535894488]OUR SERVICES:
 
· Accounting:
· Accounting outsourcing
· Corporate financial services
· Pay restructuring and Salary survey

· Audit:
· External audit
· Compliance audit
· Internal audit

· VAT:
All kinds of services related with VAT rules and act. Notifying all the new changes and inclusions in VAT rule and act straight after the change occur

· Secretarial Services:
 This section performs the tasks related with: 
1. The Registrar of Joint Stock Companies and Firms
2. Board of investment
3. Immigration and passport authority
4. The Sub Registrar office
5. The Ministry of Home Affairs

· Income Tax:
All types of taxation services related with Income Tax Rules and Income Tax Ordinance
Inform all the new inclusions and changes in Income Tax law directly after the changes occur.

· Valuation:
· Valuation of fixed asset and implementation of fixed asset management system

· Foreign Private Investment and Expatriate Services

· Due Diligence:
· Due Diligence Investigation and Reporting
 
· Mergers and Acquisition:
· Mergers and Acquisition

·  Financial Management:
· Business Plans and Financial Projection Wing
· HR and Business Management Consultancy Services
· Management and Financial Review
· Design and Development of Financial systems and manuals 
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01. [bookmark: _Toc535894491]Strength of Zahur & Mostafiz Chartered Accountants 

· [bookmark: _Toc535894492]HR: Human Capital

In the success of business managing human resource effectively has proven itself of being a critical component. Zahur & Mostafiz Chartered Accounts is mainly focused on implementing programs and recruiting the best resources to retain and develop high quality human resources. Implementing Human resource management policies and practices are endured by Zahur & Mostafiz Chartered Accountants which has been aimed for rising staffs, growing & confirming their dynamic participation for the corporate goals achievement. Effective sources have also been linked for the superior performance of the firm. Zahur & Mostafiz Chartered Accountants truly believes that the HR is the most critical aspect in running & building the firm. Each staff of the firm is considered, developed & motivated for contributing optimally in the corporate goal’s accomplishment. 






Staff Strength of Zahur & Mostafiz of December 31, 2015






Employment Category


· [bookmark: _Toc535894493]Human Resource Department (HRD) Mission

With diverse business segments Zahur & Mostafiz Chartered Accountants HRD is committed to work strategically in responding and identifying to the evolving business needs. As HRD of Zahur & Mostafiz Chartered Accountants is the strategic business partner which creates an enthusiastic working environment that is thrived for organizational & individual productivity, continuous improvement of performance, exceptional diversity and customer services. For constructing and outstanding culture which will be service oriented with a strong work-station life maintenance balancing the HRD of the firm is dedicated. 





· [bookmark: _Toc535894494]Our resources are precious to us

Zahur & Mostafiz Chartered Accountants HRD is powered by talent. So obviously Human Resources are considered as the most important assets, the firm also mobilizes teams & people by making them engaged in the cutting-edge financial industry policies that makes the firm a striking employer. Zahur & Mostafiz Chartered Accountants always offers a field of broad opportunities for the personal & professional both developments as well as encouraging a working environment which will be categorized by cooperation, collaboration, trust & respect. It is done so that the enthusiasm & skills of the firm’s staffs are the major force which will help to achieve results which will be sustainable. 

Existing in following business field, Zahur & Mostafiz HRD has provided challenging career prospects to enthusiastic and young professionals from the past 9 years. The HRD continuously works towards attaining the goal of retaining, attracting, inspiring and growing the employees of the organization.

· [bookmark: _Toc535894495]Team HR- Organogram of Zahur & Mostafiz




















· [bookmark: _Toc535894496]Rank Structure of Zahur & Mostafiz  Chartered  Accountants

HIERARCHY OF Z&M GROUP





· [bookmark: _Toc535894497]Major Functions of Zahur & Mostafiz Chartered Accountants HR:

There are some specific major HR functions which are followed by Zahur & Mostafiz Chartered Accountants: 

1. HR Staffing (Recruitment & selection)
2. Training & development
3. Performance appraisal management
4. Compensation & benefit
5. Employee work environment & relation
6. Organization development
7. HR operation & service delivery


Units of

 
 
HR
 
HR Staffing
 
HR Operations
 
Training &
Development
 
Organization
Development
 
Performance 
Appraisal

 


To the exponential progress & quality of the firm through retaining, developing & attracting talent within a health work atmosphere including the scope of growing, learning & excelling.

· Recruiting the best candidates & correct number of staffs for using the human resource of the organization optimally.

· Evaluating training needs of the employees & supervising the programs of training & development so that a skilled and superior workforce can be built.

· Handling the appraisal system of performance appraisal by measuring discrete performance of employees to accordingly recompense.

· Documenting and developing human resource practices which will be beneficial for the employee and firm both.

· Overseeing implementation & coordinating of the programs, policies & services through members of the HRD & identifying for various dependencies, improving & resolving.

· Managing, directing & designing a firm-wide method of organizational growth which will address the issues known as succession planning, retention, key employee identification & rotation etc.








· [bookmark: _Toc535894498]Zahur & Mostafiz staff strength ( December 31, 2016)














· [bookmark: _Toc535894499]Prime Focus

Through giving superior focus on the seven major areas strategic partners attract, retain and develop talent within the firm:
	
    Talent acquisition & HR planning (recruitment & selection)
Training & development

Performance appraisal & management

Compensation & benefits
Workstation environment & employee retention
Organizational development
Service delivery & HR operations


                    HR Planning & Talent Acquisition (Recruitment & Selection)


                 Training & Development


                     Performance Appraisal & Management


                      Compensation & Benefits


             Employee Relation & Workplace Environment


         Organizational Development


           HR
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02. [bookmark: _Toc535894500]Talent acquisition & HR planning (recruitment & selection)

· The right persons in the right places at the right time

It is essential for the HRD to place candidates at the right time in the right position for the company’s needs with a goal of allotting the most suitable candidate for the need of firm. In the firm’s hiring method, the firm requires the HRD to focus on the competence of its process of staffing & hiring. Even if the firm continues look for different ways for compromising different efficiencies. The HRD also figures out the importance for using further recruitment strategies for analytics. The merit-based recruitment & selection process of Zahur & Mostafiz Chartered Accountants has the motive for making sure that the vacancies will be filled up by the deserving incumbents. Zahur & Mostafiz CA firm provides opportunities which are equivalent to all of the candidates with biasfree from religion, age, race, disability, gender or any other option which is premised by the laws of the country statutory. Selection & recruitments are grounded on merely job-related standards. The selection & recruitment procedure promote fairness & are constantly applied, transparency and diversity. The process complies with all regulations, policies and state laws.

	Year

	Recruitment
	Release
	Turnover

	2013

	1
	29
	31%

	2014

	0
	7
	9%

	2015

	57
	15
	16%

	2016

	25
	7
	6%



· [bookmark: _Toc535894501]Recruitment Process

The recruitment procedures of Z & M Chartered Accountants are really up to the mark & transparent. During the beginning of recruitment process first of all the HRD gives an ad at the local newspaper regarding the position then it also posts job circular at the website of bd.jobs.com. Then they receive applications of various applicants through e-mail & via postal. After exceeding the application duration, a written test is arranged by Z & M CA firm, from this written test results candidates are short listed for giving an interview in which if the candidates are selected will be asked to give medical test for the further process. If in the medical test selected candidates are found fit only then the committee of management will recruit him / her for the following job designation. Zahur & Mostafiz Chartered Accountants gives an equal occasion for all of the following candidates who applied unrelatedly considering origin, sex, race, disability, religion, political affiliation / influence or age. Assortment & recruitments remain completed entirely based on job- associated segment. The merit-based recruitment is done in Z & M CA firm is done through the following.

· Steps:
· Vacancy proposal of recruitment
· CV collection
· CV screening
· Processing of the interview
· Organizing presentation, written test etc.
· Interview session
· Recruitment finalization

Zahur & Mostafiz Chartered Accountants conducts two methods of recruitments named external recruitment and internal recruitment. When a spot is created, Zahur & Mostafiz Chartered Accountants firstly try to refill the vacant positions internally. If there isn’t any appropriate candidate found internally only than the firm considers for hiring externally. Zahur & Mostafiz Chartered Accountants practices on internal & external sources both. The optimal of source rather depends on location of the job / position and / or the employment level. For instance, referral is used extensively for upper management position worker. 

· [bookmark: _Toc535894502]Approval of recruitment


If the arrangement of manpower is approved by the firm’s managing director or else with his designated, then recruitments from the G1-G5 does not need endorsements other than the board members of recruitment. The responsibility is of the HRD for making proper manpower panning in the starting of a fiscal year & making it accepted in discussion with HR from managing director or his designated. 

· [bookmark: _Toc535894503]Selection process

In the selection process Z & M CA firm has a variety of various valuation methods. The steps which are needed for being applied during the selection process are determined by Zahur & Mostafiz Chartered Accountants. Formation of a selection sequence needs implementation of these steps which is arranged by a flow of people through the phases of candidates, applicants, offer receiver & finalist. Guidelines concerned to employee assessment of Z & M CA firm are as follows:

· [bookmark: _Toc535894504]Selection of CV


Procedure of CV- Screening:

	Position
Nn
	Preliminary screening
	Final screening

	
Non-management position

	
	Concerned officer of HRD

	
	
	Concerned division / department

	Assistant manager & management trainee
	
	Concerned officer of HRD

	
	
	Concerned division / department

	 

Manager position for above assignment
	Concerned officer of HRD division / department

	Head of department

	
	
	
Head of HRD




· [bookmark: _Toc535894505]Processing for interview

· With the concerned interviewers fixing up the time.
· Fixing up the time & venue of interviewing.
· Issuing contact / Interviewing letter over the phone

· [bookmark: _Toc535894506]Assessment sheet of recruitment


	Name of the Candidate

	Experience
	
Salary

	
Knowledge & qualification
	Attitude/
Initiative/
Drive
	Verbal Communication
	Overall Present ability
	Your Choice (in order of preference)

	
	
	Present
	Expected
	
	
	
	
	

	










	
	
	
	
	
	
	
	



· [bookmark: _Toc535894507]Organizing written test

Human resource squad will arrange the typing / written test before the final interview.

	Typing / Written test
	Preliminary review
	Final

	 Non-management position
	Concerned officer of the   HRD
	Concerned HR officer

	
	
	Head of department

	 Management trainee/
 Assistant manager & Above         positions
	Concerned officer of HRD
	 Concerned division / department







· [bookmark: _Toc535894508]Interview


	Position
	Preliminary
	Final

	Non-management cadre
	Head of HRD & department / division head
	HRD head

	Probationary officer
	
	

	Executive officer
	
	

	Sr. executive officer
	
	

	
Management trainee & above positions
	Head of concerned departmental
	Deputy Managing Director

	
	
HRD head
	General manager

	
	
	HRD head



The evaluation sheet should be submitted to the HR manager right after taking the interview by the number of primary interview members.

** For managing above positions & trainee MD & CEO sits separately at the end of the final interview session for finalizing. 

· [bookmark: _Toc535894509]Recruitment finalization

· Finalizing candidates by the final review committee.

· Then the salary grade of the selected candidates will be fixed up by the head of human resource on the base of their professional experience & qualification in the field related.

As right now the firm is not very large in terms of its size, its policy of recruitment is just perfect for this situation. But the firm size is expanding day by day & it is trying to develop its HR department accordingly. Nowadays the firm staffs working member from the internship students, through website application and newspaper advertising. But apart from these methods now they may use the following kinds as well:

· Campus Recruitment System

Campus recruitment system will help the firm for choosing the fresh talented & intelligent employee. So, for getting the process as early as possible the firm must take & follow steps.

· Zahur & Mostafiz Chartered Accountants process of recruitment & selection at a glance:

Step 1: To generate recruitment process needs a memo & assessment  

Step 2: Collecting CV by open source, web advertisement or printing, collection from                                existing market & internal recruitment.

Step 3: For required position sorting up CVs

Step 4: Written test or first interview

Step 5: Second interview

Step 6: For the initially selected candidate credit check

Step 7: With the candidate ultimate negotiation

Step 8: Approving memo for the selected candidate

Step 9: Providing appointment letter

Step 10: Submitting for management approval.

[bookmark: _Toc535894510]03. Training & Development

· [bookmark: _Toc535894511]Developing people through training

A workforce containing keen to grow & learn is an important sign of hiring fine for a firm. Interest of learning more about industry, organization, skills will help staffs who are engaged in other tasks like career seeking orientations. Staffs, who want to foster loyalty, retain training in a winning perspective for all involved staffs who want to attach the entire worth of its staffs. Without training sessions there isn’t another way of strengthening awareness & knowledge of leadership. For enhancing the profitability & proficiency Zahur & Mostafiz do recognize the participation of training programs in its career. To reach a satisfactory level of performance appropriate training program is performed for confirming that the appropriate training policy has been applied on the staffs. 

	Year
 
	Number of Programs  
	Number of Participants
	Cost

	2014
	15
	156
	1,42,200

	2015
	9
	118
	1,33,700

	2016
	15
	120
	5,00,000

	2017
	17
	125
	6,88,900



Zahur & Mostafiz Chartered Accountants delivers and develops great-quality knowledge & provides different applicable initiatives for the reply of the individual staff’s need. While the firm places attention on the training & development prospects, staffs are at the same time also encouraged for taking responsibility of their own progress. Meanwhile the employer considers its employees as the most assets, it invests substantial period & exertion for its private & professional progress. It assists the staffs for being the finest by providing applicable workshops & training at home & abroad both.

· Number of training in 2015



· Number of Training Attendees in 2015



· [bookmark: _Toc535894512]Using different equipment for improvement

· Software of training module

· On-line TNA & E-TNA

· Training calendar

· Training programs which are customized

· Training programs which are mandatory

· Diversified training institutes 

· Robotic software

· U- ERA & active FRA

· Reward System

· Modified

· Obligatory

· [bookmark: _Toc535894513]Training & development:


Z & M CA firm identifies the significant participation training which will ensure its continuous efficiency & profitability. All staffs and aims for making sure about that a satisfactory performance in reachable in its task is referred by the firm’s policy of training. According to the needs of the individual employee appropriate initiatives for great quality development and learning can be developed or delivered by the firm. 
The success of a training program is evaluated in terms of the outcomes or the increase in the skills, ability or competency in the trainee. 
It is very essential to follow a certain process for any training program to become successful such as:

[image: Stages in Training Program]

Great efforts on human resources is made by the firm in training for development, in opportunities and staffs are encouraged for taking responsibility for the development of their self-progress. The firm always considers its staffs as the upmost valuable asset in which investing considerable time and effort for the professional & personal progress is there. Staffs of Zahur & Mostafiz are encouraged for giving their best effort & assisting them for doing it through relevant workshop programs& training programs at both abroad and home.
 
· [bookmark: _Toc535894514]Miscellaneous Institutions of Training:

Based on training need assessment (TNA) the training sessions are categorized and conducted accordingly by the training team of Zahur & Mostafiz Chartered Accountants.

1. Foreign training

This term means training programs which are conducted in abroad. Zahur & Mostafiz Chartered Accountants usually arranges a lot of training programs for the mid & high-level officials as it is a partner of an international accountancy firm. The foreign trainers in Malaysia, England, India, Srilanka performs these kinds of training programs for Zahur and Mostafiz Chartered Accountants. So, these training programs are useful & expensive as well. Trainees return to Bangladesh after accomplishing their training program with a purpose of providing the training to other needed employees. Zahur & Mostafiz Chartered Accountants organizes various type of training sessions for the level which is senior employee such as who worked at managerial level. Zahur & Mostafiz Chartered Accountants continuously tries to improve the employee’s performance through training programs. Before & after training performance are measured & evaluated standard. Nowadays professional training is also giving a large amount of money for abroad training.

2. Customized Training

Customized training can be defined as the training program that mainly conducts when the pool of employee requires the need of training. For conducting the event Zahur & Mostafiz Chartered Accountants training squad goes with the suitable training institution or trainer. Programs of this kind add value to company & participants as it is also cost effective. Zahur & Mostafiz Chartered Accountants always focuses on customized & modified training. Expounding training for skill developing. Efficient management team decides how many employees they will give training. They considered their budget as well. External & Internal factor also influences the training. All employees need to know & learn new things or technology this type of training are arranged.

3. In-house program

This type of programs stands for those training programs which are arranged for the employees within the office premises. These kind of training programs are provided by the experienced trainers of Zahur & Mostafiz Chartered Accountants. The organization most of the time hire these trainers on a basis of contract. When Zahur & Mostafiz CA firm organize training inside the office it is called interior training. It helps employee more because of placement at a time employee do two work with training. An outside trainer is placed for providing training. One can make business more successfully by giving more accurate training. It is less costly than any other training since there is no food & transport cost.



4. Public program

Public programs can be described as the programs which are usually arranged by various local training institutions on the basis of the TNA, for these program employees are nominated by Zahur & Mostafiz Chartered Accountants. By giving enough training facilities the firm is always eager to develop its staffs. Different types of training programs like customized, in house, public & foreign trainings are arranged by Zahur & Mostafiz. So, for making the employees perfect for the future the firm is spending a huge amount for developing the employees as a result. 

5. Community Sequencer

Local various training institutions organize this type of program describes as the program which are arranged. A firm’s background information would be needed. Firms can’t replicate another firm’s strategy, other objects & plan. Employees who have soft skills are needed by the organization. Company’s employees have to be innovative & creative. Political approach sometimes influences public program through government taken decisions. 

· [bookmark: _Toc535894515]Training and Evaluation Form and Feedback

After conducting the training, the firm provides a feedback and evaluation form for the trainees including the following elements.

For each question indicate your response below and tick mark the appropriate option.

	Name:

Name of the department:

General Information:

	Date (training period)
	

	 Name of the contestant (Optional)
	

	Job Designation
	

	Title of the Workshop / conference / training
	

	Category of training
	· Local
· Foreign
· Customized & in-house

	Organizer (s) of program
	



· Did the training objectives met at the finishing of the training program?

                              Definitely                    Sometimes                       Not really


· Is the knowledge applicable which was learned by the training for you?

                     Sometimes                          Definitely                        Not really


· The amount which was covered for training material:

Impartially right                       Too much                      Too little

[bookmark: _Toc535894516]04. Performance Appraisal & Management

· [bookmark: _Toc535894517]Performance Appraisal

Performance appraisals can become beneficial for staffs & organization by creating an open communication atmosphere and by clarifying expectations & goals at the same time. The best performance appraisal offers positive feedback, advice for development and most of the time consist of the understanding among the employees & management. Z & M CA firm is a performance driven enterprise. Zahur & Mostafiz Chartered Accountants appraisal of performance acts as the utmost significant instrument which makes the firm enable for measuring the performances of each person & plan her / his development of profession consequently. At Zahur & Mostafiz Chartered Accountants, the only focus of conducting performance appraisal is maximizing proficiency of the objectives of the firm with the guideline for achieving ambitions of individuals. This system of performance appraisal will be totally structured for assessing the full-time employee competency. This huge procedure will begin with the circulation of appraisal forms which will be permitted by the managers. 

· [bookmark: _Toc535894518]Performance management

· Introducing the performance appraisal based on KPI for the business employees in Zahur & Mostafiz Chartered Accountants is job objective based performance. 

· Performance Bonus.

Zahur & Mostafiz has a strong HR culture. As it is a home-grown organization, for feedback & evaluation system it has its own way. By various forms of assessment, the firm measures performances of its employee’s. For observation participation & observation these two methods are applied. Afterward the assessment the firm uses few matrices which arises out from the performance assessment of staffs. Then the decision is taken if the staff needs further training programs, progress or not. 

Zahur & Mostafiz Chartered Accountants also try to maintain a proper reasonable assessment procedure. The staffs are most of the time evaluated in a year twice. At first the staffs evaluate themselves, but the final evaluation discussion totally depends on the supervisors. If anyhow any objection of the staffs arises in their evaluation only then they can comment it in their assessment page without showing up themselves. Though this system is available, staffs hardly remark objections within the assessment area as the thought might arise that it would worsen their association in a whole with their supervisors. The zones of assessment are responsibility, attitude, capability and performance. Depending on the following assessment performance of the staffs get benefited, because performance like this is reflected in the yearly evaluation of considering promotion & salary.

Zahur & Mostafiz Chartered Accountants monitors all of the functions, steps that follows the plan completely and a progression regarding performance appraisal. The firm also tries to cultivate its evaluation regarding staff performance done by the department of human resource management in a year twice

· [bookmark: _Toc535894519]Form of performance appraisal

Performance Appraisal Based on Job Performance

Name:
Date of Joining:	
Designation:

Service Record within Zahur & Mostafiz Chartered Accountants:
Previous Work Experience:	
Professional / Educational Degree

Level of Performance
Outstanding (O)
Very Good (VG)
Reasonable (R) 
Good (G)
Unsatisfactory (UN) 

Judge based on criteria: 
Working Capability, Result of Work, Personal Quality Behavior
Behavior for taking leave
Sincerity
Work Accuracy
Knowledge In-depth





· [bookmark: _Toc535894520]Promotions


Life-blood of retention & employment are promotion opportunities. For a longer period, employees are more likely to refrain from maintaining relationships with a business without proper use of the incentives & coaching. By offering enhanced pay & benefits competitors intend for taking the best talent from other companies. Bonuses & promotions will ensure that the employees feel like the need for leaving their employees. 

Management’s commitment is signified at Zahur & Mostafiz Chartered Accountants promotions for recognizing & reward excellent performance. For advancement opportunities within the firm it encourages the employees to aspire. In employee satisfaction & retention this also contributes. By examining all needed factors that are necessary for determining the best capabilities & qualification for filling that position employee promotions are made.

For promotion employees are considered on the following criteria basis:

· Complexity & development in role dimension
· Classifying resources (key resources, HIPO & critical resources, to others)
· Separate track record of performance
· Liquidity of market
· Quality of leadership
· Attitude & behavior
· Vintage
· Mobility





· [bookmark: _Toc535894521]Rewards for Driving Staff Motivation:

Efforts of the individuals who personally aspires for making a change is recognized most of the time by Zahur & Mostafiz Chartered Accountants. In acknowledgement of the dedication, hard work & individual participation a performance bonus is annually received by the personnel of Zahur Mostafiz Chartered Accountants. Furthermore, the ‘spot award is also given by the firm for appreciating its promising employees who got the spirit of taking on upcoming challenges & contributing towards the areas outside their usual responsibilities. A reward is always considered as the form of recognition for the contribution of an employee which exceeds everyone’s expectations. It may have or may not be accompanied by value which is monetary. For motivating & inspiring to walk the extra mile in Zahur & Mostafiz Chartered Accountants employees are especially rewarded by the administration.

[bookmark: _Toc535894522]05. Compensation & Benefit

· [bookmark: _Toc535894523]HR and Compensation Committee

For discussing different HR related issues of the firm Zahur & Mostafiz Chartered Accountants has a forum called compensation & HR committee. Developing & administering a transparent & fair procedure for setting policies on the entire human resources strategy of the firm is the main role & function of the committee for assisting HRD. Ensuring that the following firm contains a wide opportunity for the identical transparency in rapports is the committee’s responsibility:

· Appropriate recruitments
· Reimbursement based according to competence, qualification and merit.
· Satisfactory facilities of training & development as per need
· Promotion & performance appraisal based on the distinct contribution & performance.
Moreover, the committee investigates other issues related to benefits regarding a Firm’s market comparable results & operating results. 

· [bookmark: _Toc535894524]Compensation & Benefits

Z & M CA firm ensures its competitiveness in the market with handsome benefits & compensation. Zahur & Mostafiz Chartered Accountants also conducts salary survey for benchmarking the market trend.

· Benefits & Compensation Survey 2010
· Benefits & Compensation Survey 2014

· [bookmark: _Toc535894525]Different New Benefits & Policies

· Transportation Loan, Personal Loan, Loan against PF, Home Loan
· Terminal Benefits, Hospitalization Scheme, Life Insurance Scheme
· Privilege of Leave
· Awards of Spot
· Welfare Fund & Educational Support Scheme
· Electrical Accessories Support Scheme & Welfare Fund 
· Furniture & Electrical equipment allowance
· Support Scheme of Maintaining Transport 
· Allowance & Mobile Phone
· Technical Allowance, Outstation Allowance 







· [bookmark: _Toc535894526]Services & Perks

· House building Loan
· Transportation Loan
· Individual Loan
· Against PF Loan
· Scheme of Hospitalization
· Coverage of Life Insurance
· Privilege of Leave (Mandatory, Maternity leave etc.)
· Allowance for Household Equipment and Furniture 
· Scheme of Transportation maintenance support
· Mobile phone
· Scheme of Educational Support
· Fund of Welfare
· Award of Spot
· Employee’s Birthday Celebration, Wedding Gift for Staffs & Gift Hamper for New Born Babies. 







· [bookmark: _Toc535894527]Privileges of leave




· [bookmark: _Toc535894528]Provident fund of employees

Every staff who is confirmed must has to participate for the provident fund of the employees for contributing at the rate of 15% from the basic salary of her/his. The company must contribute at the same rate at its part for the provident fund.

· [bookmark: _Toc535894529]Gratuity


	Years completed for the services as 
confirmed staffs
	For payment of gratuity considers
 each completed year of service 


	Five years and above, up to ten years
	Basic of 1 month

	Ten years and above, up to fifteen years
	One & half times of the basic salary

	Fifteen years & above
	Two times of the basic salary 



· [bookmark: _Toc535894530]Zahur & Mostafiz Chartered Accountants Employee’s Scheme of Hospitalization

· All established staffs of that organization are located for this scheme.

· Entitlement conditions are administrated by the conditions & terms of the signed agreement among Zahur & Mostafiz Chartered Accountants and Meghna life insurance company. 

· Sending the forms which are duly filled up to administration division is completely the responsibility of the employee for the inclusion of dependents & spouse in the scheme of hospitalization. 

· The mother (spouse / employee) needs to be included as the associate of the scheme at least before nine months for making any claim under the issues related with maternity. 

· [bookmark: _Toc535894531]Zahur & Mostafiz Chartered Accountants Employee’s Welfare Fund

Eligibility Criteria:

· Established staffs of Zahur & Mostafiz Chartered Accountants.


Perspective of the fund:

· Offering token of financial assistance or appreciation for the employees or to the members of her / his is the objective of this fund. 

06. [bookmark: _Toc535894532]Employee work environment & relation

· [bookmark: _Toc535894533]Fostering Healthy Workplace

Moving an extensive approach for composing a healthier workplace is one of the major goals of Zahur & Mostafiz Chartered Accountants. It is for the best of interest for the individuals and institution. Favorable working hours are enjoyed by staffs which helps them to make sure that they are balancing well between professional and personal life. Zahur & Mostafiz Chartered Accountants firm makes sure that the health and safety of the workplace comply with the policies of Safety & internal health procedures & policies. This similarly organizes, implements & develops plans for avoiding workstation wounds, illness & groups up the ethics to safety & health exercise. Because of folowing reason the firm arranges programs of trainings on programs of vaccination, firefighting and by an assigned physician health check-up which will be conducted monthly. Besides, Zahur & Mostafiz Chartered Accountants shelters hospital insurance for ensuring the medical security which is holistic for its staffs & life insurance for group arrangements which will cover up the risk of unexpected decease. Besides, some accident subjects which are special & related with the staffs and her / his family persons are revised by the human resource and compensation committee which will compensate those people in every way possible.

· [bookmark: _Toc535894534]Work Environment at Zahur & Mostafiz Chartered Accountants

The Zahur & Mostafiz Chartered Accountants appreciates unrestricted idea flows, innovation, teamwork, fairness, creativity, standards of professional excellence & integrity, commitments; it also prefers operative in-house communications as well. 

· [bookmark: _Toc535894535]Equal Opportunities for All

Z & M CA firm is always committed for maintaining an optimistic environment in the work premises which will remain free from all kind of discrimination regarding age, creed, religion, race or any other category. The firm ensures equal openings for all regarding selection, promotion, training, recruitment, payments and development.

· [bookmark: _Toc535894536]Optimistic Work Environment

Zahur & Mostafiz Chartered Accountants firm always strives to maintain a respectful and friendly environment that motivates employees to contribute to their full potential and to give their best.



The firm has established a supportive and trust worthy environment within the office premises so that everyone can become enable to work together as a group. This process also encourages individuals for being creative & innovative among their distinct characteristics. For proper guidance senior management is always accessible when needed and encouraged ideas which will contribute in continuous improvement and business performance.

Comfortable work environment, suitable maternity assistance policies and favorable job responsibility are gradually growing the sum of female employees within the Zahur & Mostafiz Chartered Accountants family. 

· [bookmark: _Toc535894537]Safety & Healthcare of the Staffs

Zahur & Mostafiz Chartered Accountants always ensures safety and healthcare of its staffs which is also a key priority for them. Because of this concern routine health check-ups for its employees are conducted regularly by the Zahur & mostafiz Chartered Accountants. In addition, hospital insurance coverage is also provided by the firm, so that it can make sure that the staff is getting the medical security as well as the group policy life insurance scheme so that it can cove the risk of unforeseen death to some extent. Committing towards maintaining an environment of work which will be free from harassment or discrimination stemming from things as religion, race (including color, nationality, ethnicity or origin), sex, lack of belief, age, creed, disability, sexual orientation or any other characteristics.

· [bookmark: _Toc535894538]Balancing work-life

The firm always encourages for trying to cope with the private life & work life & helping others for doing the same at the same time. 









· [bookmark: _Toc535894539]Ethical standards

Zahur & Mostafiz Chartered Accountants commits for the uppermost ethical standards which is considered to be the key important factor for the business. The staffs are expected to have entirely griped statutory compliances by the organization’s management. As assign of reappearance the code of ethics is needed to be read and signed by each employee so that they can enshrined the principles written in it. Moreover, Zahur & Mostafiz Chartered Accountants encourages staffs to carry the massage of social responsibility to the world at mass and to act with integrity for the communal. 

· [bookmark: _Toc535894540]Zahur & Mostafiz Chartered Accountants Ladies Forum 

With the participants of all employees from various levels of working positions, areas & distributing points Zahur & Mostafiz Chartered Accountants has launched its very first “ladies forum” for addressing their opinions, views & problems for facilitating a good working atmosphere for women through a formal ceremony. 
 
This forum eventually provides the opportunity of making network and providing a platform which is common for sharing & raising issues like discrimination, negative attitude towards women, harassment & any other problems which may affect within the firm to all women employees. Zahur & Mostafiz Chartered Accountants manage to address these concerning issues, better understanding & developing strategies accordingly to enable.   







07. [bookmark: _Toc535894541] Organization Development

· [bookmark: _Toc535894542]Succession Planning

Succession planning for avoiding the costly & extended vacancies in key positions for providing leadership continuation & recognition which changes in unavoidable management is possessed by Zahur & Mostafiz Chartered Accountants. High level management stations which become vacant due to resignation, retirement, death or new business opportunities are filled with identified & prepared candidates through succession planning. Assessing the needs of leadership of the firm in such a way which will ensure the selection of qualified leaders which will accordingly math the missions and goals of Zahur & Mostafiz Chartered Accountant’s firm policy.
 
· Succession Planning
· Key Resources Identification & Retention


For providing & supporting a framework in the following broad areas succession planning is intended:

· For dealing with the short-term vacancies of the positions determining essential positions and identifying.

· For filling vacancies developing internal viable candidates

· Future changes are projected within the firm for changing competency requirements on the base of the institutional goals, organizational staffing requirements and trends.

· Through extensive training, performance management programs, mentoring & facilitating individual career development plans developing promising leaders.

· Through making sure that employees get the amount of work experiences which is required for the future and ensuring their career progress can be done to the long-term successors by ensuring active development

· Encouraging a “progression’’ of culture by the progress of staffs who are seen as a business asset & those who share the skills, key experiences & important values which are seen for the future of the firm.

Among the above objectives, the progress of a strong “talent pool” is observed as the most important fact for the future. Progressively it has been also seen as vital for the attraction & retention of the ‘most eligible’ people in Zahur & Mostafiz Chartered Accountants.



The following plan has to be able for satisfying the firm’s objectives in three different perspectives:

· The firm
· Managers
· Individual Staffs

· [bookmark: _Toc535894543]Focused Group of Succession Planning in Zahur & Mostafiz Chartered Accountants



· [bookmark: _Toc535894544]Process followed for Succession Planning

It can be said without any doubt that the concerned heads of a department / division are the most trustworthy source of collecting information about his / her own successor. Eventually:




· Among the concerned employees a form (attached as the annexure-I) is circulated by the department of HR.

· After conducting a thorough analysis, the employee particularly selects his / her successor & completes the form for the selected representative for the department / division accordingly.


· For obtaining the suitable approval & acting accordingly The HRD forwards the form to it.

· By seating with the heads of individual divisions set the final strategy of HRD

	Name of the employee
	Designation of the employee
	Suitable successor
	Designation of the employee

	
	
	
	





08. [bookmark: _Toc535894545]HR Operations & Service Delivery

· [bookmark: _Toc535894546]Automation of the process of human resource

Across the various provinces, efficient HR admin is becoming the major challenge to face with the growing number of staffs. 

To bring in place more robust of the procedure for maximizing efficiency, increasing productivity, ensuring security & precision technology driven solutions are needed.  For this purpose, an automation project has been undertaken by Zahur & Mostafiz Chartered Accountants HRD for launching the department of HR management software for the wellbeing of the firm.




· [bookmark: _Toc535894547]Human Resource Operations






· [bookmark: _Toc535894548]Self-service of employees

· Manual service of HR

Availing a number of HR services like applying for the needed leave to checking up employee’s personal profile, loan & many more is now allowed by the new web application of Zahur & mostafiz Chartered Accountants. In the following sections a guide is mentioned about the major features.

· On line manual leave application

When a leave application is submitted by its staff members then it can’t be edited or removed. The supervisor will have to go for declining the leave application if the employee has had a change of heart because a staff can’t apply at the same time for two leave applications. The primary casual leave needs to be approved or rejected before proceeding for making a new casual leave application.


· [bookmark: _Toc535894549]Online Need Analysis of Training programs:

The menu of training need analysis is planned to schedule the requirements of training of distinct departments.

· Clicking on the tab of training
· Entering the year of training as the user’s department is by the department
· The user can choose either the “cross training or choose of the list of training programs

Following options are currently available there:

· Creating programs of training
· Choosing from the available existing training
· Following up the instruction which are given below the screen shots
· Clicking the save option
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· [bookmark: _Toc535894550]At a Glance Zahur & Mostafiz Chartered Accountants Human Resource Department


By ensuring staff satisfaction, managing alteration & change and giving more focus on high assignation Zahur & Mostafiz Chartered Accountants can enable to align business goals & human resources.
























[bookmark: _Toc535894551]Chapter: 4

[bookmark: _Toc535894552]Findings & Analysis













· [bookmark: _Toc535894553]Findings:

0. Z & M CA firm considers its workforce as the most important asset of the organization.

0. One of their prior missions is to ensure the quality customer satisfaction by understanding, accepting, meeting and exceeding. 

0. The firm’s HR department is continuously identifying their employee needs and performance. According to them developing plans to improve their employee’s efficiency.

0. The motive behind providing appraisal, training and benefit packages is to maintain a happy productive and successful workforce.

0. Z&M CA firm is committed to provide a healthy working and social environment in which the rights and dignity of each staff member will be respected, and which is free from prejudice, discrimination, intimidation and all forms of harassments. 

0. Whenever juniors of the firm because any mistake due to lack of experience senior members try to cover it up.

0.  Z & M CA firm mainly focuses on if their employees are getting ready to provide quality service to their clients or not.

0. Auditors who are junior at rank can learn lots of things from the auditors who are senior, their working activities & other employers will help them to build their desired career as “the next supervisor.” 

0. Seniors are less careful about their junior article writers.

0. Most of the time quantity is measured rather than quality.


0. There is a vast scope for caring more about their future career development.

0. As I have mentioned previously existence of incomplete information is at many places in the information system. 

0. Lack of current data is there.

· [bookmark: _Toc535894554]Analysis:

The business strategy of Zahur & Mostafiz Chartered Accountants is not appropriate enough because they are unable to utilize their resource properly. They have shortage of efficient employee. They do not work according to their mission. They use balance score card to measure their employee performance. Employees are not satisfied by their training program since they don’t choose appropriate training for their employee. Working environment of Zahur & Mostafiz Chartered Accountants is not good enough as a result employee are being discourage and they go another organization. Turnover rate of Zahur & Mostafiz Chartered Accountants is so high, though by turnover rate people measure an organization. They have no proper HR plan, it is a big issue for them. I believe if Z & M CA firm wants to achieve the business strategy that means mission, vision and goals they should do proper HR plan and implement that plan by efficient and professional HR people. Their daily work hour should be 8 hours not 10 to 12 hours. Interval time for employee is very little, only 1.5 hour for the whole day. 
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· [bookmark: _Toc535894557]Recommendation:

· Highlighting the benefits of HR module system

Most of the time employees remain unaware of how to apply for leave request or how to download the pay slip from the organization system. There is minimum willingness among the employees for requesting leave through submitting application within the online system, rather employees send email to their concerning supervisors for the leave approval. Later, the HR executive prints out the email or takes down note and thereafter adjusts it in the system. Most of the time employees fails to view accurate earned / casual leave status in the system as they entirely depend on HDR manual leave status. So, it can be strongly recommended for arranging a training session on ‘‘Self- service HR module system’’ and system modification.

· Upgraded attendance software is highly recommended

As attendance tracking system exists in the firm, the manual tracking of leave surely makes a question on its usefulness. So, selecting the right system is a must. Or else, employee’s leave request will not be able to merge with satellite gateway system. After tracking the leave request manually in paper, it gets adjusted in the separate excel sheet.

· Eid Holidays but System Treated as Absent

[image: ]

· Separate Excel Sheet for Leave Adjustment:

[image: ]

Therefore, association between attendance system & HR module is a mandate. The system of administration access to the Human Resource provides training, delete holidays, employee visits which were not treated as leaves.

· Late attendance which crosses over 12 p.m. is considered as absence as per the policy of the firm but most of the period the system fails to detect the following as a leave, so modifying further is much needed for the system.

· In the personal HR module profile staff’s profile image can’t be found as a result it can be added in the system. 

· Wearing ID card visibly is a must for the staffs when they remain within the office premises & this rule must be followed for sure as ID card is the part & parcel of a firm’s HR policies & used for the identity of a person. When it is talked about the professionalism, everything crosses over a mind and comes into playing for the start including the ID cards, attitude, behavior & dress code. It is also can be written in the conduct of code. 

· [bookmark: _Toc535894558]Conclusion:

Zahur & Mostafiz is a kind of CA firm which believes in producing utmost quality of human resources including professional expertise & skills for accepting the human resources for developing & re-engineering a plan that will have a vision of excellent clientele service and creating environment for the ultimate achievement of profit with sustainable growth making without negotiating with the quality resources formation. 

The Human Resource approach of the organization is building up the manpower with quality which will have conceptual managerial skill knowledge through creating ongoing outside & in-house programs of training. They arrange special training programs which are customized at fresh air & they also entrain in house for building up the manpower which will have quality & which will suitably place them in the channels that will be productive. The firm also arranges workshops & training programs. For the purpose of increasing significant quality manpower at the top management level is considered under programs of executive development programs. 

Zahur & Mostafiz Chartered Accountants offers professional challenging opportunities for persons who are young & can have focus & hand of sustainability on performances among the field of production, marketing, finance, accounts, IT/MIS, engineering & others. In the durations of different time vacancies, the group requirement fulfilling arises eventually. 

Zahur & Mostafiz CA firm offers attractive benefits & salary bounties that are in line up with the business employers which are top in Bangladesh. Scopes of advancement here are strictly based on performance. Adequate distributors are mobilized to provide service to all of the parts of the different regions because of them being the largest distributor of accounting service in Bangladesh. The flow of various accounting services from this CA firm towards other company clients are made by this network. 
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Appendix:

01. Do your organization has a separate HR department?
02. What are the major Functions of Zahur & Mostafiz HR department?
03. What are the major focuses of Zahur & Mostafiz HR department?
04. What is the employee recruitment process of your organization?
05. Which employee selection process does the firm follows?
06. What type of training programs are provided to your employees?
07. How do you measure the performance appraisal among your employees?
08. Which kind of compensation policy does the HR department follow?
09. What type of monetary or motivational benefits do you provide to your employees?
010. How do maintain employee relations and workplace environment?
011. Can you give an explanatory idea of the organization development process?
012. How do your organization functions HR policy & delivers the services?

Zahur & Mostafiz Sourcing
    123



Zahur & Mostafiz Tours & Travels
       25


Zahur & Mostafiz Chartered Accounts Firm
       59






Head of  HR  Zahur & Mostafiz


Head of HR


Sr.Executive Officer
Z&M


Senior Manager, Z&M


Sr.Executive Officer


Assistant Manager, Z&M


Junior Associate
Z&M


Supporting Officer


Officer


Assistant Officer























Managing director


Deputy managing director


General manager


Manager


Article/Internship Student


Assistatant general manager


Deputy general manager


Senior manager


Mnagement trainee / Assistant manager


Senior execuitve officer


Senior associate


Junior associate


Trainee associate





























Z&M Chartered Accounts Firm- 65


Z&M Tours & Travels- 35


Group Total
292


Z&M Sourcing-150


Contractual Employee- 12


Outsourced Staff -  30















Foreign


3


In-House


12


Customized


15


Public Program


35






















Annually leave


twenty five working days including fifteen calender days.


Mandatory Leave


Accumulation of leave on allowed up to ninety working days


Casual Leave


5 working days.


Prolonged Sick leave


Leave of maternity


First thirtee days with the payment.


6 months.


Above sixty days & upto one hundred eighty days without payment. 



































































Heads of divisions


Heads of departments


Managers of branch


Heads of unit


Different key positions








HR Operation 


Microsoft Excel 


Satelite
Database 


Gateway


Software
Payrole


Module of HR
















Value creation for employees



Friendly workstation environment



Diversity embracing



Neutrality Gender neutrality & non-discrimination


Balancing work-life


Benefits Viable benefits &competitive salary


Rewarding the best & being fair to the rest


Rotating job & planning succession


Relatable training programs


Staff engagement


Extended internship programs

























Employment Category	Non Management	Management	Mid Level Management	Core Management	57	45	87	20	Column1	
Foreign	In-House	Customized	Public Program	15	57	45	33	



Female	Zahur 	&	 Mostafiz Chartered Accountants	Zahur 	&	 Mostafiz Tours 	&	 Travels	Zahur 	&	 Mostafiz Sourcing	25	10	15	Male	Zahur 	&	 Mostafiz Chartered Accountants	Zahur 	&	 Mostafiz Tours 	&	 Travels	Zahur 	&	 Mostafiz Sourcing	40	25	135	
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