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[bookmark: _Toc85455914]Executive summary 

The project report was on "The Human Resource Practice of AB Bank Limited, Al Arafah Islamic Bank Limited and Prime Bank Limited" was assigned by the honorable supervisor Ishrat Sultana and approved by the UIU authority. Here writer chooses three top banks of Bangladesh which are "AB Bank Limited, Al Arafah Islamic Bank Limited, and Prime Bank Limited. - all three are progressing in the banking world of Bangladesh. They play a large contribution to the field of Bangladesh's economy. So, all of the banks not only provide the services but so provide continuous research of services to make customers more satisfied. So, this report was completed for the BBA program as a requirement of completing this degree. 

Here in the first chapter, contained the introductory part of the report which defines the introduction, Origin of the report, Objectives of the study, Scope, and Limitations. The second chapter contained a Literature review that explains the theoretical review of Human Resource practices. The third chapter explained the Human Resources Practices of AB Bank, Al Arafah Islamic Bank, and Prime Bank with the short company profile. The next chapter contained the findings and analysis part which is done through the responses of respondents to the survey. Then the following chapter suggestions and recommendations were added against the negative findings of those three banks separately. Lastly, the conclusion and bibliography were added to make it more valuable and authentic.












[bookmark: _Toc85455915]Chapter 1: Introduction

[bookmark: _Toc85455916]Introduction:
Project is a partial requirement of graduation. It offers an opportunity of getting new and brilliant ideas about the practical field. It is a very challenging experience for the student that he/she has to prepare a project report on what he/she learns and what he/she experiences. It helps a student to increase his intellectual abilities. As the banking sector has progressed day by day with the new strategies and official developments, so it was my premier objective after completion of my graduation to prepare the project report based on the financial institution.
The project report was based on the three top banks of Bangladesh which were AB Bank, AI Arafah Islamic Bank, and Prime Bank Limited. AB Bank, AI Arafah Islamic Bank, and Prime Bank Limited were chosen because all of them maintain their services with the pace of technologies and innovations for creating customer value. All three banks maintain their position in the banking industry with honors and trust and serve people through high-quality products to preserve the lifestyle and maintain customer priority. The writer of the report researched the information about how the whole Human Resource practices are going on in these organizations and what changes are followed in the field of HRM during Covid 19 and based on this the project was titled "The Human Resource Policy of AB Bank, Al Arafah Islamic Bank, and Prime Bank Limited." In the report, all the details about major HR practices and changes were clearly explained.

[bookmark: _Toc85455917]Origin of the report:
This project report was completed as a requirement of the undergraduate program of Bachelor of Business Administration (BBA). It is a mandatory obligation for every student that it contains three hours credit course. I selected the topic as "The Human Resource Practice of AB Bank, Al Arafah Islamic Bank, and Prime Bank Limited." I made this report with the tremendous hard work and cooperation of my honorable supervisor “Ishrat Sultana". In every step of betterment, I was grateful to my supervisor.




Objectives of the study: 
[bookmark: _Toc85455918]General Objectives:
The primary aim of preparing this research was to gather practical knowledge about the banking system and how do they conduct Human Resource practices. Here writers tried to connect the theoretical knowledge which she learns in the BBA program for the long 4 years with the practical field.
Specific Objectives:
The specific objectives are given below:
· To explore the recruitment and selection systems of three banks (AB Bank, AI Arafah Islamic Bank, and Prime Bank Limited)
· To explore the training and development strategy, methods, and delivering systems of (AB Bank, AI Arafah Islamic Bank, and Prime Bank Limited)
· To explore the performance management and appraisal system of (AB Bank, AI Arafah Islamic Bank, and Prime Bank Limited).
· To explore the compensation and benefits of (AB Bank, AI Arafah Islamic Bank, and Prime Bank Limited)
· To find out what factors are responsible for employee motivation and engagement and how to do the banks deals with it
· To find out what factors are responsible for employees’ performance and productivity
· To find out suggestions and recommendations about how do they develop their HR policies 
[bookmark: _Toc85455919]Methodology:
For preparing research proposal research design and the methodology of research should be designed. The research methodology is the design by which writers find out the information from selected sources. Her methodology includes how the information is collected. From whom should be collected and what type of information should be collected etc. Through research methodology, writers use different sources to collect information to make the project/research more informative.
Here writers of this research used both primary and secondary data for collecting information about the report topic. For collecting primary data, writers used phone interviews of employees and managers. Sometimes they used the observation method to collect data. For collecting secondary data, writers used several website information, other reports, company's journals, etc. Both source's information was included because of understanding the insight of the research topic o readers.
Primary Data:
· Observation 
· Interviewing employees and managers (phone)
· Conducting interviews open-ended questionnaires
· Visiting bank’s HR divisions 
· Observing routing work or day to day activities
Secondary Data:
· Visiting company’s websites 
· Exploring annual reports of banks 
· Exploring various theories of Human Resource Management 
· Exploring other bank’s general activities 
· Exploring journals and articles about what changes come in the whole banking sectors
· Selected books 
Data Analyzation:
· First of all, prepared the questionnaires with the desired questions. It was an open-ended question.
· Conducted a short interview of employees and managers of the three banks through phone and employees and managers responded as their perception.
· Then analyzed the collected data and checked the secondary data also.
[bookmark: _Toc85455920]Scope and Limitations:
Scopes:
· Supervisor’s help: Supervisors helped a lot to prepare this report and with her continuous guidelines helped writers to prepare this report with innovativeness and perfection.
· Access to information: Access to information made writers able to find out more information which is necessary to prepare this report. The organization was permitted to access their information about how they do their operations and thus it helped writers to understand the situation.
· Acceptance of employees and employers: To prepare this study writers conducted a survey and employees and employers gave their options on that easily. So, their acceptance helped the writer to find out their options.
Limitations of the study:
· Lack of time: As some unavoidable situation, the writer gets limited time to prepare this study and get limited information as well. So that is why the research had some information lack
· Restricted entry in the organization: Due to the Covid 19 situation, organizations restricted the entry of outsiders. So, the writer faced difficulties when visiting the organization physically.
· Lockdown issue: Due to covid 19. Lowdown was going on, which made writers unable to collect information properly. Due to time limitations and lack of information it had some errors.
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[bookmark: _Toc85455922]Job analysis and job design
Job analysis is the systemic study of responsibilities and duties required for a specific job as well as it also mentioned knowledge, skills, and abilities require to perform that job. This job analysis is the task which is conducted through the HR department especially. When job analysis is continuing, tasks are classified into different levels. Task analyses are also done in this process. Through task analysis, the nature of tasks and how to perform the task, etc. are analyzed.  Through the job, analysis organizations can determine the salaries, how to conduct performance appraisal and other HR-related works are easily identified.  There is another part which is job specification. Job speciation is related to employees or men. Here what type of employee organization wants are mentioned such as – personal characteristics, physical characteristics, mental characteristics, and social and psychological characteristics.
There are several methods are done for job analysis. The observation method is one of them. Here work activities and workers' behaviors are observed at the working station and then decide the characteristics of the job. Another method is the interview method – through this method job analysts are taking interviews of the employees who are currently performing a specific job and record these data in a standard manner. Questionaries are another method where several questions are mentioned to identify the job characters. Here the questionnaires are distributed to the employees, managers, peers who are involving with that job. Job design comes from job analysis. The job design deciding the content of jobs in terms of duties and responsibilities
Human resource management theories by Korsten and jones et al. focuses on the recruitment and selection process and they also mentioned the outline of the process, benefits, importance of interviews, assessments, etc. They stated that recruitment and selection can be done through external and internal ways but it depends on the level of the recruitment policies, decision making, job posting, advertising, interviewing process, and so on. Korsten (2003) 
[bookmark: _Toc85455923]Recruitment and selection 
Recruitment and selection systems may differ in healthcare, business, and industrial sectors because they want to do this system in a better way so that it focuses on their objectives and insights of their organizational goals.
A successful recruitment system focuses on the incisive analysis of the job, the labor market scenarios, interviews, and psychometric tests of job seekers. On the other hand, small and medium enterprises focus more on the interview and assessments related to their job analysis. There are other approaches outlined by Jones et al. (2006) includes different types of interviews, role-playing tests, group work, etc. 
If management fails to manage an effective recruitment process, then it will create barriers for the organization in the setting of staffing. So here it is important to create a better recruitment system so that organization will get the right people who can get it forward its goal. (Jones 2006).
In the Human resource management context, the recruitment and selection system is not simple because it requires management planning and board planning for selecting correct manpower. In today’s organizations, there is having a competition in the recruitment system. They tend to gain the right people for their organization by creating an attractive recruitment system, innovation in the hiring process, attractive management decisions, etc. Here business is trying to get right people/ manpower for their organization who can reach them to their targeted goals.
The nature of recruitment and selection for a company is to pursue an HRM approach that is influenced by the state of the labor market and its strength within it. Furthermore, such companies need to monitor how the state of the labor market connects with potential recruits via the projection of an image that will have an effect on and reinforce applicant expectations.
Another approach is talent management. Talent management means retaining the talents of employees. Retaining talent management is a tough task facing by the senior management and organizations. Here an organization and senior management should focus on the recruitment process for getting talent management. Without a proper management team and a fully executable plan, it creates many obstacles to the implementation of this system. Here he says that companies should draw a blueprint of maintaining talent management strategies.  Silzer et al. (2010)
Organizations are now developing several models to achieve employees they want to recruit and they try to find out how far applicants correspond to their models by the effective and valid recruitment and selection system. So here recruitment and selection are the initial steps of employee relationship which should have a stronger base. There should be a valid and attractive recruitment system in an organization for pulling interest of people on the organization, getting quality job seekers, etc. (Bratton & Gold (1999)
Value-added and non-value-added activities make the recruitment and selection activities prepare to get more skilled workforces. The strategic manpower planning of a company, training and development program, performance appraisal, reward system, and industrial relations, was also appropriately outlined in the study. (Taher et al. 2000)
[bookmark: _Toc85455924]Training:
Training plays a crucial role in today's business world. Here training means gathering knowledge about work in practice and it helps employees to develop their quality of work life. Here development term is coming when there is used the term training. Here training and development are not the same. Training has a specific area on the other hand development has a border area and it is considered as a continuous process. Development leads to qualitative and quantitative advancement of the organization. Development is not only increasing the quality of work or physical skill but also develops employee's behavior, attitudes, values, and knowledge. Training focuses on the employee's job-related skills and enhances the employee's quality of work. Apart from that, there are several training programs are running which helps employees to develop their attitudes, values, and behavior. So, every organization has to be careful about the training activities because it will create the road of growth for the organization. 
Arranging a training program is not enough because the training may not be as effective for employees as it is supposed to be. So, it is important to have an effective training, training style, and delivering process. Here there are several types of training organizations are followed but the topmost followed style is the "On the job" training process. A study shows that on the training is most effective for employees because from this style employees can learn indirect supervision of trainers. This type of training helps employees to improve their quality of work. There is another method is the "Off the job "method. This method is not as effective as the previous one because here employees are trained indirectly means no presence in the workplace while training is going on. But both training methods are helping employees to groom up their skills, quality of work- and work-related behavior. If the training process and delivery style are effective, then it is true that it will help employees a lot. Employees can learn how to do the work properly and thus increases their organizational productivity. 

[bookmark: _Toc85455925]Performance appraisal:
Here performance appraisal system was introduced in both the USA and UK in the 18th and 19th centuries. In the 1950s and 1960s, the USA and Europe had used this system but it was used for a short area. One-third of the organizations used this system. In 1970 and around 1980, employee rights were introduced. At that time, some sort of PA was conducted. (Furnham, 2004).
In the 1980s, performance appraisal become widely used by several companies but the modern uses of this system were restricted by senior management and army officers. (Taylor 2005). 
Performance appraisal means what is to be expected from an individual or set of individuals within a time frame. Here is what is expected to be delivered that could be expressed in the result, through quantity, quality, tasks under specific conditions. (Kumari and Malhotra, 2012).
Performance appraisal means the formal assessment and rating of employee performance given by the employer. So here performance appraisal idea is broad because it is a continuous process of development and it is considered as the opportunity of an employee who has an interest in their performance to develop their lacking and enhance their career-related goals. (Armstrong 2006)
Performance appraisal is base on promotion, carrier goals, compensations, and identification of training needs. So, through performance appraisal organization can take several kinds of administrative decisions quickly. (Hillman 1990). 
Performance management does not mean the same as what performance appraisal means. So there is a huge difference between PM and PA. Here Performance management means a continuous process of development of the employee, whereas performance appraisal is conducted once at a specific time. So here performance management is a holistic approach to development where management wants to know why this problem is happening and how these problems can be solved.
[bookmark: _Toc85455926]Compensation:
Compensation is another most important practice of HR. It means money and other benefits received by employees from the employer for providing services to the employer. Here compensation and other benefits are important to the employees because it holds their lifestyle, self-esteem and boosting their internal and external motivations. 
So here, Compensations includes monetary, non-monetary, reward, tangible, and intangible benefits are given by the companies to HR. Here compensation can be divided into two parts – 1) cash compensation and 2) Fringe compensation. Cash compensation refers to the compensation that is given to employees for performing the job and it has two parts – Base pay and pays contingent. Base pay means basic salary which is given for hourly, weekly, monthly based compensation, overtime, and allowances are included here. Pay contingent means merit increases, pay bonuses and gain sharing, etc.  Fringe compensation has two parts – legally required benefits and discretional benefits.  Legally required benefits are social security and worker rights and compensation while discretional means health benefits, insurances, pensions, child care benefits, house, transport allowances, etc. So, these benefits are given to the employees because of increasing their job satisfaction, hence job satisfaction brings motivation to employees, which leads to good performance and organizational commitments.
 Compensations are directly related to job satisfaction. Because when an employee is working under an organization, he expects something that is given to him in exchange for his work. So, this expectation is fulfilled, he will get the motivation to work. If motivations come then it is easier for employees to become committed to the organization. So now it matters a lot how compensations are given. Many organizations only follow monetary compensation but only it is not able to satisfied employees. Because only monetary compensation just fulfills the physical needs but does not fulfill the psychological needs. When physical needs are fulfilled, psychological needs come. These psychological needs are very important to fulfill because motivation, self-esteem, confidence, etc. are related to this. So here organization has to be careful about this need. So, the compensation which fulfills the psychological needs is called intangible compensation. Intangible compensations are more effective to boost their motivation level by having rewarded, promotions, recognitions, etc. So, companies have to concern the compensation and types of compensation as it is a factor of organizational growth.
[bookmark: _Toc85455927]Employee Relationship: 
Employee relationship means a lot for both employer and employees. Here employee relationships not only good for employees and managers but also it is good for the whole organization to meet its goal. Here, if employee relationship is good with employers, then it will create a road of success because all the decisions are agreed by both parties. 
Another term is coming include with labor relationships which is collective bargaining. Collective barging is a sector where representatives of employees and employers come together and bargain for several issues like payment, incentives, employees benefit, etc.  Employee relationships also involve employee involvement and employee engagement. Employee engagement comes when there is a good employee relation in the organization. Here employees become more satisfied and try to engage themselves in organizational activities when they get valued and recognized.  
When organizations take any kind of decisions regarding their administrative issue, the organization should allow employees to participate in that decision-making process s that employees feel get valued and recognized. Here without a good employee relationship employee engagement in decision making is impossible.
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[bookmark: _Toc85455929]AB Bank Limited
AB Bank has started its journey on 31st December 1981 but formally started its journey on 12th April 1982. AB Bank is the first bank in the private sector banking industry. As the first leading private bank, it has the ambition to grow itself into a market leader. It created value for its customers, clients, and communities where it operates. AB bank has changed itself over the last 39 years. It always drives themselves with the pace of technologies. To explore this new era, AB tries to facilitate themselves with several innovative technologies- it has internet banking, SMS banking, cutting edge of ICT, stated of art network solutions, 24/7 ATM services, etc.
Ab Bank has a mission to be the trendsetter for innovative banking with both excellence and perfection. It has an only mission to be the best performing bank in Bangladesh. Arab Bangladesh bank is the premier bank in the country which is making sustainable growth. The deposit reaches 28,130 million which is higher than the previous year. The bank can gain a 5% increase and it also raises its portfolio by BDT 19,910 million- that is why it takes its place as a top-tier private bank in the country.
[bookmark: _Toc85455930]The HR sector of AB Bank:
 The human resource of ABBL is responsible for staffing, recruitment, selection, and training and development. HRD of AB Bank was not strong during its first era and from time to time it changes its system. There are 14 competent and experienced executives to carry out whole responsibilities.  HRD of ABBL is standing in its head office. This department has three core activities:




Figure 1: The objectives of HRM in Ab Bank
The objectives of HRM in Ab Bank are given below:
· Hiring the right people for the job 
· Reducing the employee turnover
· Motivating employees for [performing at a high level
· Not spending too much time with useless interviews
· Creating fair labor practices
· Maintaining the morale of the organization and creating a friendly relationship with employers ad employees.
· Creating a pool for attracting competent employees.
· Recognizing individual’s mutual needs
[bookmark: _Toc85455931]HR planning

Steps of HR Planning of AB Bank Ltd.
1) Integrate HR planning with the corporate ones: Here When Ab Bank starts HR planning, they connect HR planning with the organizational /corporate strategy so that it goes at a straight pace.	Comment by acer: 
2) Next planning is- forecasting the internal and external environment so that they can identify the demand and the supply of their labor.
3) Internal assessment of HR capabilities: Internal assessment of HR capabilities is the part of HR planning because from this part organization can identify what is their strengths and weakness, employees' capabilities, current job status, etc.
4) Predicting and forecasting HR demands and supply:  After scanning and assessing all the environmental data, organizations forecast actual labor demand and supply in the light of their organizational objectives and strategies. 
5) Personnel sources identified: Here AB Bank starts the recruitment activities from the place where they find to do more easily.
6) Allocation of HR: this is the last step of HR planning. This step aims to allocate human resources within the organization over time. 
[bookmark: _Toc85455932]Recruitment system:
AB Bank has followed the internal sources of recruiting system. Here they recruit employees from their internal sources. The upper-level positions are fulfilled by the immediate subordinates and the lower-level positions are fulfilled by the relatives and friends of current employees. Sometimes the bank also gives advertisements online but it is only for mid or lower-level positions. AB Bank prefers internal recruitment because it saves their time and costs and helps them to get better manpower. 
[bookmark: _Toc85455933]Selection: 
The selection procedure is simply done. Here first of AB Bank conduct a written test for candidates. Then select who are qualified in the written test. Then the viva is conducted later with the qualified employees. After the viva, they select those employees who they want to recruit. Sometimes fitness checkup is done in this step but it is for the lower-level employees. so as a last step of selection they Inform selected employees of all the details about joining with the appointment letter. 

Figure 2: Recruitment Procedure
Recruitment is done with three levels – trainee officer, management trainee, and lateral entry.
· Management trine and trainee officer: For recruiting trainee officers/MTO, AB Bank has followed written test and interview sessions. In the written test method, they asked several questions about general knowledge, mathematical aptitude, analytical ability, English, and economics. By these types of questions, they try to understand how far employees have academic skills. After that, the qualified employees are called for an interview with the top management and the interviewer tries to find out the communication skills of employees. Thus, they select desired employees and are appointed as MTO/TO.	
· Lateral Entry: Lateral entry means recruiting employees from external sources. This method is done when succession planning is not available or when a new position is created.
[bookmark: _Toc85455934]Training and development policy of AB Bank Ltd.

Training and development policy is focused by AB Bank because it ensures employees about their skills and abilities. Here ABBL follows several training methods but they do not apply all the training methods to all employees. First of all, they try to find out training needs. The training needs are identified by performance appraisal sessions. When performance appraisal is conducted, the strengths and weaknesses of employees are identified. If an employee has a lower performance rate in job-related activities, then HRD decides to go for training that will
teach him how to perform a particular job. If an employee has a lack of behavioral skills. He will be trained for this. 
AB Bank has followed some training procedures but the most common are:
· On the job training 
· Function-based training 
· General management training
   
Figure 3: Training and development policy of AB Bank Ltd.


[bookmark: _Toc85455935]Compensation and benefits:
Here attractive compensation packages are given n AB Bank. Employees get base salary for their required job and they receive the salary on a monthly based. Management trainees will receive monthly consolidated salaries during the provisionary period.
The managing director will revise the annual salary at the decision of the board of directors. Here they follow some factors for which salaries level will go up and down.
· Individual performance:
· Movement of market 
· Affordability of banks 
· Individual’s relative positions in a particular salary range
· Cost of living adjustment.
· Promotional Benefits:  If any employee gets a promotion, then the salary level increased from the previous one and he gets the other allowances that are applicable for a higher grade. 
· Increments: Increments are given to the employees whose performance is satisfactory in a given year.  Here increments are given once a year. The employees who have worked with the bank over 180 days from the day of joining, then he will get COLA based increment system which is determined by the CPI and inflation rate during that financial year.
· Promotion: Promotion is given for those employees who have performed 2 years in a similar post. The functional head recommends the promotion and it is approved by the managing director. In some exceptional cases, the promotion is granted before completing 2 years.
· Bonuses: AB Bank provides bonuses to those employees who are in service, declared for bonuses at the same time. Bonus is granted during the festival, called festive bonuses. Here AB Bank provides Eid bonuses with a one-month basic salary. Apart from that, they also provide bonuses for marriage purposes but it is not applicable for all employees. Officers and employees under any disciplinary action will not receive any festive bonuses. The bank also provides performance bonuses when the organization makes profits in a given year. It is applicable for those employees who have completed 180 with the service and fulfill the performance target above normal one and whose contribution to the bank is remarkable. This recommendation comes from the performance appraisal part. Here employees who are rated 4 in performance appraisal will not get a performance bonus. Moreover, if the bank does not declare any dividend, then the performance bonuses will not be achieved. 
· End of the service: After completion of service employees of AB Bank will be entitled to receive gratuity, loan, provident fund, and service excellence, etc.
[bookmark: _Toc85455936]Performance Appraisal System: 
Performance appraisal is done in ABBL in both result and behavioral approaches. The resulting approach is done for what result an employee produces during his job. In the behavioral approach, here appraiser tries to find out the employee's result as well as the behavioral issue which is affecting the result of performance. ABBL conducts performance appraisals annually but the review system is conducted quarterly because of the correction and monitoring issues.
AB Bank considers the following term for appraisal:
· Identification of job responsibilities, key areas, targets, and work plans for employees for the year.
· Job Performance
· Behavioral issue 
· The level of employee’s knowledge
The motive of the performance appraisal of ABBL is to improve employee skill and knowledge as well as leadership. ABBL firstly consider job performance then considers the answers to the following questions:
1. What assignment is given in the previous session
2. What target was given 
3. What is delivered 
4. How the delivery process was
5. What is going wrong
6. What should be done for better performance
By answering these questions ABBL tries to find put improving the performance of employees. Apart from that, it also focuses on the skills and knowledge of employees and helps to fulfill the knowledge gap as well as development. Lastly, it helps to focus on the behavioral issue. 
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[bookmark: _Toc85455937]Al Arafah Islamic Bank Limited
Islam provides us a complete lifestyle. The main objective of the Islamic lifestyle is to be successful both in our mortal and immortal life. Therefore, in every aspect of our life, we should follow the doctrine of Al-Quran and the lifestyle of Hazrat Mohammad (Sm) for our supreme success. Al-Arafah Islamic Bank started its journey in 1995 with the principles in mind and to introduce a modern banking system based on Al-Quran and Sunnah.
A group of 13 dedicated and noted Islamic personalities of Bangladesh are members of the board of Directors of the Bank. They are also noted for their acumen. Al-Arafah Islamic Bank Ltd. has 68 branches and a total of 1432 employees. Its authorized capital is Taka 2800 million and the paid-up capital is BDT 1748.18 million.
Its vision is to be Wisdom of the directors, Islamic bankers, and the wish of Almighty Allah make Al-Arafah Islamic Bank Ltd most modern and leading banking our country. Its mission is to be gain the satisfaction of Almighty Allah both here and hereafter.
· The proliferation of Shariah Based Banking practices.
· Quality financial services adopting the latest technology
[bookmark: _Toc85455938]The human resource of AIBL:
Al Arafah Islamic Bank focuses more on its Human Resource department because they believe good manpower for a bank makes it easier to achieve its goal properly. Here ALBL's HR department performs all the HR activities such as recruiting good caliber employees, provide motivation and useful training as well as a career development opportunity, competitive compensation packages, and facilitate a good working environment. They ensure that all employees understand what the organization wants to do, what the strategic plans, and how they perform HR activities align with the strategic goals.  It also considers here that employees of the whole organization should make a unity so that it will provide them the bonding and make their mindset easier toa accept any kind of changes happen in future. The HR department of AIBL also provides a performance appraisal system on a rating scale. Based on the performance appraisal system, they provide promotions and increments.
[bookmark: _Toc85455939]Core Activities of HR in AIBL




[bookmark: _Toc85455940]Recruitment process of Al Arafah Islamic Bank 


Figure 4: Recruitment process of Al Arafah Islamic Bank


First of all, AIBL has tried to find out how much manpower they need to be recruited. For this purpose, they perform HR planning. And through HR planning they find out how many vacant positions are there and where recruitment is needed. All department head provides their report of vacancies and it is approved by the managing director of the bank. Then job description is needed to be prepared. Here job description is prepared through determining skills, abilities, and knowledge of a specific job of specific positions. They also mention the employee specification. Then they arrange for advertisements. AIBL goes for both internal and external sources of recruitment. For outside recruitment, they provide advertisements online, on websites, in newspapers, etc.


	External Sources 
	Internal Sources

	Corporate Websites: ALBL has its websites where they inform outsiders about their vacancies. It is their official webpage.
	Promotion and transfer: Through transfer, they transfer their employees to the branches where employees are needed. But transfers change the job activities, responsibilities than the previous one. By promotion, employees are designated in a higher position than the previous one. It is called succession planning also. The top-class positions required succession planning.

	Newspaper: ALBL also provides advertisements in newspapers so that it can reach many people
	Job Posting: By job posting, ALBL posts their vacant position information in their job portal, banks in house magazines, and billboards.

	Job websites: Job websites like bdjos.com, Chakrirkhobor.com, etc. also help them to advertise their vacancies.
	Employee Referrals: Here employee’s friends and relatives are preferred. AIBL provides a few appointments through this method.

	Interns:  AIBL also provides internship opportunities for fresh BBA graduates students.
	



Provide a shortlisting of candidates after checking resumes and call them for an interview and ask a set of questions related to the jobs and behavioral issues. Then checking the references and appoint successful candidates. Thus, the recruitment process has ended.
[bookmark: _Toc85455941]The selection process of Al Arafah Islamic Bank


Figure 5: The selection process of Al Arafah Islamic Bank

Here AIBL starting for screening resumes for qualified employees and check the information they want. After that written tests are held. Here employee's academic experiences and skills are examined. They asked mathematical aptitudes, analytical abilities, and English-related questions. Then qualified employees are selected for the first interview and after that, they are gone through several tests like behavioral, situational, and other skill test examinations. After qualifying in this step, then they call for a final appointment. In these steps, sometimes AIBL needs to examine the medical tests. The orientation program is arranged for informing employees about the organization.
[bookmark: _Toc85455942]Training and development of AL Arafah Islamic Bank:

Training is given by ALBL to the employees because of their personal and organizational developments. They arrange training needs based on employee's weaknesses a strengths. These Strengths and weaknesses are identified through their performance appraisal rating. Before providing training, AIBL counts how many training needs are there and what should be the budget for arranging the training. 
AIBL follows some methods for delivering their training:

Figure 6: Training and development of AL Arafah Islamic Bank

Through on-the-job training methods, AIBL uses job rotation where employees can learn and enhance their skills by doing department to department activities. Then the coaching system is perfect for newcomers who can work under the supervision of a supervisor or senior officer and learn how to work practically. Then comes action learning. It is focused by AIBL for managers. This training method helps employees to solve real business problems through teamwork and learn how to deal with the problems in a real situation. Then comes off-the-job training methods where lectures are given for specific topics or specific situations or products by a senior officer or experts. This helps employees to gain knowledge about the issue. Then comes audio-visual training methods and this helps employees to learn through power points, presentations, videotapes, recordings, etc. It helps to enhance listening skills. Lastly, AIBL follows case study solving training. Here several case studies with problems are given and employees solve those problems with group help. Apart from that, there are several seminars are arranged for personal development. In that seminar's experts or knowledgeable person from several companies come and give speech s that employees can learn and gain practical knowledge about the real business problems.
[bookmark: _Toc85455943]Performance Appraisal and other benefits:
AL Arafah Islamic Bank provides performance appraisal through a Graphic rating scale. They arrange performance appraisals once in a given year. They focus more on the promotions and fringe benefits based on the performance results. They provide competitive salaries with fringe benefits. They also provide several kinds of allowances – house rent allowances, utility bills, transport bills, and medical allowances. Apart from that they also provide festive bonuses and other bonuses like performance and security bonuses. Based on ACR, officers get different cash awards and increments. They also focus on the employee’s development; they transfer them from one branch to other branches so that they can get new environments with new tasks and challenges.
· Provident fund and gratuity:
There is a provident fund for employees of AIBL and all permanents’ employees are continuous members of that fund. In case of gratuity, employees who are working seven years continuously shall be entitled to the gratuity at the time of termination, employee's death, and retirement. Here employees are entitled to receive gratuity equal to the one-month basic salary for each of the completed years of service. Employees who are dismissed shall not be entitled to gratuity.
· Loan Factifies: 
They provide – house building loans, car loans, furniture loans, etc. Employees of AIBL enjoy interest-free loan facilities and they provide higher loans for the higher post holder employees. 
· Performance bonuses and other bonuses:
Based on the performance result and the position in a hierarchy get at most 6 bonuses equal to their one-month basic salaries. With the inflation rate and market conditions, their basic salaries increase. On the occasion of EID, marriage, they also get festive bonuses.
· Allowances and insurance:
Employees of AIBL get house rent, conveyance, medical and entertainment allowances. If any employees get sick, the bank suggests for treatment. Apart from that they also have an employee insurance fund where they issue health insurance of each employee and the premiums are also paid the bank.
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[bookmark: _Toc85455944]Prime Bank Ltd. 
Prime Bank Ltd. is one of the few banks permitted by Bangladesh in the early 90's. These banks are known as second-generation banks and are fortunate to remain immune from the bad loan culture. Prime Bank Limited was designed to provide commercial and investment banking services to all types of customers ranging from small entrepreneurs to big business firms. Besides investment in trade and commerce, the bank participates in the socioeconomic development of Prime Bank Limited through the participation in priority sectors like agriculture, industry, housing, and self-employment. Prime Bank Limited wants to establish, maintain, and conduct all types of banking, investments and businesses in Bangladesh and abroad with superior service quality and performance
Vision
To be the best Private Commercial Bank in Bangladesh in terms of efficiency, capital adequacy, asset quality, sound management and profitability having strong liquidity. 
Mission
To build Prime Bank Limited into an efficient, market-driven, customer focused institution with good corporate governance structure. Continuous improvement of its business policies, procedure and efficiency through integration of technology at all levels.
[bookmark: _Toc85455945]Human Resource department of Prime Bank Limited:
Prime Bank focus mor on its Human Resource department because they believe a good manpower for a bank makes it easier to achieve its goal in a proper way. Here Prime’s HR department perform all the HR activities such as recruiting good caliber employees, provide them motivation and useful training as well as career development opportunity, competitive compensation packages and facilitate with a good working environment. They ensure that all employees understand what the organization actually wants to do, what the strategic plans and how they perform HR activities align with the strategic goals.  It also considers here that employees of whole organization should make a unity so that it will provide them the bonding and make their mind set easier toa accept any kind of changes happen in future. HR department of AIBL also provide performance appraisal system in a rating scale. Based on the performance appraisal system, they provide promotions and
[bookmark: _Toc85455946]HR planning:
Forecasting of labor supply and demand. Here they try to find out how many labors they have to recruit and the information’s they got from several branches of them. The prime bank has divided their job analysis part in two parts – 1) job description and job specification. In job description thy mention job title and the name of the bank, working hours, duties and responsibilities, working condition, salaries and machines to be handled on the job. After that, they mention employee’s quality, experiences, family background, training and skills needed are, mentioned in the job specification. Then the sources of recruitment are identified. Prime bank allows both internal and external recruitments. In case of internal recruitment, they consider some fact like employees present and previous job portfolio, job experience and performance rating. They choose for succession planning and job portals. For external sources they choose advertisement in newspaper and company’s official sites, internship, different universities, competitors and unsolicited applications.
[bookmark: _Toc85455947]Selection:
Here Prime Bank starting for screening resumes for qualified employees and check the information they want. After that written test are held. Here employee’s academic experiences and skills are examined. They basically asked mathematical aptitudes, analytical abilities and English related questions. Then qualified employees are selected for the first interview and after that thy are gone through several test like behavioral, situational and others skill test examinations. After qualifying in this step, then they call for final appointment. In these steps, sometimes AIBL needs to examine the medical tests. The orientation program is arranged for informing employees about the organization.

Figure 7: election Procedures of Prime Bank
[bookmark: _Toc85455948]Training and development of Prime Bank:
Training need analysis are done in the very first steps. The steps are given below:

                                              Figure 8: Training and development of Prime Bank
Individual interview is conducted after getting performance appraisal result. If result is bad or below average then training need is arisen. Here appraiser conduct an interview with the employee and try to find out where is actual problem and what is reason of it. Then the branch manager recommendation about any employees requires training. Here branch manager observes an employees work and then recommend him for training. There are several businesses demands for training in market. So, to cope with the business demand, employees are given training. Policy compliance need and executive development need also requires for training.
[bookmark: _Toc85455949]Performance Appraisal System: 
Performance appraisal is done in Prime Bank in both result and behavioral approach. The result approach is done for what result an employee produce by during his job. In behavioral approach, here appraiser try to find out employee’s result as well as behavioral issue which is affecting the result of performance. Prime Bank conducts performance appraisal annually but the review system is conducted quarterly because the of correction and monitoring issue. Apart from that they also follow self-appraisal, competitive and demonstrative of leadership behaviors and skill and knowledge assessment. Through self-appraisal, here appraiser asked employees to record his/her performance based on the job description. Here appraiser ask employees to describe his achieve and failures and the reason of it. The competency and leadership behaviors focus on the communication skills, customer focus, everyday creativity, analytical power etc. when give ratings of human. Skill and knowledge assessment uses number of performance indicators like – skill, planning, creativity. time management, project management and change management etc.







[bookmark: _Toc85455950]Compensation and benefits: 



Figure 9: Compensation and benefits of Prime Bank


There is a provident fund for employees of Prime Bank and all permanents’ employees are the continuous members of that fund. Senior officer of Prime Bank limited contributes to the provident fund 3000 taka which is 8.57% of her basic salary. In case of gratuity, employees who are working seven years continuously shall entitled to the gratuity in the time of termination, employee’s death and retirement. Here employees are entitled to receive gratuity equal to the one-month basic salary for each of the completed year of service. Employee s who are dismissed shall not to be entitled for gratuity.
Performance bonuses and other bonuses: Based on the performance result and the position in a hierarchy get at most 6 bonuses equal to their one-month basic salaries. With the inflation rate and market conditions, their basic salaries increase. On the occasion of EID, marriage, they also get festive bonuses.

Allowances and insurance:
Employees of AIBL get house rent, conveyance, medical and entertainment allowances. If any employees get sick, the bank suggests for treatment. Apart from that they also have employee insurance fund where they issue health insurance of each employee and the premiums is also paid the bank.
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Changes comes due to Covid 19 in banks 
Due to Covid 19 very organization faces some challenges. Several kinds of challenges are coming and business try to overcome those problems. So, banks are not different from that. Challenges that are faced by banks are given below:


Figure 10: Changes comes due to Covid 19 in banks

Major Changes 1:
Lay off of employees create insufficient staff working on site, use overtime, increase overtime pay: Due to Covid 19, AB, Prime and AIBL have to cutting of their manpower or staffs because of reducing costs. So that is banks have to face insufficient staff and there are
lot of works also pending. So, work load become high and helping hands become lower. In that case, these banks have to create new strategies to balance over these challenges. So, the strategies are- increase their overtime schedule because of handling workload. Here the overtime hours become longer than previous. Employees have to work for more long hours with the regular hours and that requires more salaries. O banks have to increase their overtime paying amounts twice.
Major Change 2: 
Create inflexible working hours, postpone annual leave, individually tailored working schedule: 
[bookmark: _Hlk85373456]Due to Covid 19, working hour become too long and sometimes shorter than regular. Banking activities are starts from 9 am and ends at 4 pm. So, employees of AB, Prime and AIBL inform that they have to stay in the banks until 7 pm because internal working activities are going on. So, create a flexible working schedule, AB, Prime and AIBL decides to postpone annual leave because if employees get too many leave or holidays it will become difficult for them to handle all the works withing short time. Apart from that lockdown makes it delay so that is why all the holidays are carried forward or postponed by the authority of the bank. Employees of that banks inform that they have work in the holidays also either from home or present at office. For balancing excessive workload, strategy of working also has changed due to Covid 19. Employees become incapable of doing this work. So that is why banks has to 
Major Change 3:
Excessive workload, train employees and send routine task and other easy work:
Arranging training program where employees learn how to work in a changed situation, how to handle mind setup if situation changed. Here situations are totally uncertain in future. So, to cope with uncertain future, AB, Prime and AIBL have to change its training courses also. Due to Covid 19, stress increase day by day among employees. Employees have to stay homes for uncertain days and gradually they cannot afford family costs because of having no job. And if they do job from home, it will create job and personal life conflict because sometimes they do not understand how to handle work from home and how to maintain personal life while doing job. That is why AB, Prime and AIBL organize flexible working hours where employees can get a suitable time only for office. It will help them to maintain their corporate as well as job life. Banking hour is started from 9 am and ends 4pm. For creating flexible time situations, banks started their banking hour around 10 am and it ends at 3 pm.
Major Changes 4:
Others changes taken by AB, Prime and AIBL are given below: 
· Ensure two-way communication: Here sometime working from home create a lot of problems such as employees may not understand how to do the work or they may need any help from the supervisors. So, in that case two-way communication is opened for the employees if they face any problem, they can ask their managers /supervisors.
· Providing training makes a man capable of doing job perfectly. Because of these changed situation, training helps an employee to do their job efficiently.
· Giving incentives motivates employees mentally. So, bank rewarded their employees by giving them incentives like providing increments etc.
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The Comparison among AB Bank, AL Arafah Islamic Bank and Prime Bank Limited.
Recruitment and selection process of AB Bank is excellent because it is based upon a strict and rigid multi step process, core principles used by the bank and its HR division. When they recruit people, they basically focus on the factors into consideration and core competency has most weight among all other factors. On the other hand, AIBL is recruitment and selection procedure is not good enough because they focuses a very narrow area of recruitment sources which do not create attractive applicant pool. They follow very normal process of selection which basically do not identify the skilled employees. Prime bank has good and structured recruitment and selection process. They try to get updated their recruitment and selection process time to time. They explore all the sources of recruitment and follows necessary steps for selection that makes their employees more attractive.
Summary: The recruitment and selection method of AB Bank Ltd. And Prime bank is structured, updated 
and informative then the recruitment and selection method of AIBL.
Training and development sector of AB Bank provides job specific training which is created for make employees more productive and skilled. The proper way of developing training and development process, they get the expected results. 90% of employees have upgrade their skills and learn the valuable things. The study found that, AIBL has their own training house but there is no structured HR data has followed in this regard. So, the training and development process of AIBL has quite unstructured then AB bank. Training and development of Prime Bank is quite satisfactory. They provide aboard based training, on the job, off the jobs several seminars for their employees to make them more valuable.
Summary: The training and development process of Prime Bank is fantastically structured in overall but The T and D practice of AB Bank is less attractive and structured. On the other hand the AIBL’s Training and development has no structured data.
In terms of Compensation, AB Bank follows the government pay scale. They provide other benefits with regular compensation which is quite attractive for employees. The compensation package of AIBL is quite attractive and employees are satisfied with this but they are not happy with the working hour, leave strategy and appointment. Prime bank basic salary structure is satisfactory but they miss some benefits items. The overall payment is quite similar with the AB Bank and AIBL. 
Summary: The compensation facilities of AB, Prime and AIBL; has quite same and has somewhat satisfactory for employees. But the working hour, leave strategy and appointment system of AB and Prime is good than AIBL.
Performance appraisal method is not so upgraded and sometimes the biasness feedback, improper goals, appraisal time schedule makes it less attractive. So, appraisal method is not satisfactory to employees and they should consider several factors related with appraisal and use the updated version of appraisal tools to get the proper picture of employee performance. AIBL performance appraisal system is quite good than AB Bank’s. The performance appraisal system has followed some structured guidelines which help them to get good track on the employee performance. Prime Bank’s performance appraisal also updated and they try to research on this purpose.
Summary: AIBL performance appraisal is better than AB Bank and Prime Bank. Prime Bank is progressing in this regard.
Other HR practices like employee relations, management relations, motivation packages all things are quite similar among AB Bank, Prime Bank and AIBL. But all of three banks should get researched on their HR practices for getting better manpower
Based on the interview result, some problems are identified:
AB Bank 
Recruitment and Selection: 
· AB Bank has no structured practices of keeping records of how many employees leave the organization, what could be the system of HR planning and what type of benefits they will allow on every recruitment etc.
· In AB bank, their job analysis is not conducted in a structured way. Their job analysis has not identified the skills and requirements they need for their jobs. Apart from that job analysis for specific jobs should have clear idea about the position, tasks and responsibilities.  
· They prefer internal sources of recruitment. For recruiting from outside sources, they do not perform many steps of recruitment. That is why sometimes they cannot recruit the right people for their vacant positions or sometimes they leave many potential candidates' applications.
· In pandemic recruitment and selection, procedures have got some changes. Here the changes are not clearly understood by HR departments. They did not completely understand how to apply more structured and conscious way of recruitment with a new strategy in a changed situation
Compensation and benefits:
· AB Bank salary packages is not satisfactory by many employees because in today’s business competitive salary packages attracts employees a lot. Because of not getting competitive salaries, employees’ turnover, less commitment, and less productivity is observed. 
· The benefits of insurance of employees are not observed in AB Bank benefits section. If any employees get sick or having any accident, then organization where they work has a responsibility to compensate him through corporate insurance. 
· Because of pandemic, AB Bank should haver extend their salary packages or giving some increments but they did not take initiatives to extend their salary packages. Employees are working here regularly with overtime but did not get satisfactory increments.
Training and Development:
· AB Bank has lack of assessing training needs. Here they cannot completely understand where employee’s need training, how much cost does this training need etc. because of not calculating these pints, their training budget getting so high and training procedures do not produce good results.
Performance Appraisal:
· Performance appraisal system does not modify and updated in AB Bank. They follow old version appraisal system which does not provide the clear picture of employee\s performance. 
· Performance appraisal time period is once in a given year. So, it takes so much time and there is creating a problem in monitoring. Sometimes employees forget what target they were given. So continuous performance development is hindered.
Al Arafah Islamic Bank Limited
Recruitment and Selection:
· AIBL HR planning is good but they leave some important issues for that reason they cannot usually do better forecasting. They do not collect information from several branches with approved document of each department head and start forecasting process and that is why they cannot get the clear idea about how many human needs for each branch of each department.
· According to the researched data, it seems that they prefer internal sources significantly and that is why they get less talented people. AIBL has some lacking in their recruiting strategy because of updating the process. Here they do not use all the recruitment sources such as they should explore different university for getting fresh graduate and more talented people. 
· AIBL selecting process takes too much time. According to survey, employees inform that sometimes they take longer time and cannot inform properly.
· Th bank’s recruitment budget has only once in a year.

Compensation and benefits:
· AIBL compensation and benefits packages are somewhat satisfactory and somewhat not. So here they have lack of some benefits like transport service, attractive increments etc. for employees who are living far away from the office. 
· The compensation packages are not satisfactory according to the employee’s opinion because other banks have competitive salary which is not comparable for them.
Training and developments:
· AIBL’s training and development process has some problems because they do not take effective arrangement of effective training and that is why employee’s do not get proper learnings. Without effective training courses employees’ learnings will not produce good result.
· AIBL has training on the basic of operations but they do not have any training courses based on skills, manner and behavioral issues.
Performance Appraisal:
Performance appraisal systems is conducted in twice in a year. And the appraisal system has some problems which does not provide good results that is why it becomes questionable. The problem is in their appraisal method. They collect information only from the supervisors and supervisors only considers factors which is responsible for producing result. That thing fuels the result-oriented system rather than behavior.

Prime Banks Limited:
Recruitment and Selection:
· Prime Bank’s selection and recruitment process is too long. They include some unnecessary steps which takes long time for appointing employees. 
· They focus on thew both recruitment sources but they have very options from both sources and thus they do not create pool of candidates.
Training and development: 
· For conducting training program, they have not enough manpower. Without enough manpower, the training session cannot be conducted properly.
· Prime bank does not provide efficient numbers of training which is necessary for their employees.
· Training materials are not understandable by employees because the trainers are not educated enough. Without proper understanding employees have no idea how the training will help them in their work.
· The IT lab and Training center is not updated.
Performance Appraisal:
· Performance appraisal system is not updated and performance related factors are not considered properly in some cases.
· Employees are not satisfied because they seem some biased practices are going on when appraisal session is going on.
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AB Bank
Recruitment and Selection: 

· Update HR planning procedures:  HR planning should keep all the records of employee’s turnover, employees needed etc. before every new hiring because it will help them to identify the recruitment budget and where and how the recruitment process will be done. 
· Clarification of Job Analysis: Job analysis should be cleared because candidates can get idea about what will be their job responsibilities and tasks from the job analysis. Without clearing these facts, not only employees but also organization cannot get the right person for their job. An ideal job analysis should contain tasks, responsibilities, abilities, and job specification.
· Recruiting process should be updated: Recruitment and selection is crucial because it will provide them right person for performing the job. AB bank should not only prefer internal sources because only internal sources cannot give them more skilled employees. So, they have updated their recruitment system by including structured interview and tests, so that it will attract out comers and the organization also gets skilled employees.
· Analyze data: HR departments of AB Bank should explore competitor’s recruiting process and get some idea how to deal with new and structured recruitment process. So, they need to analyze on that and make some changes based on their organization’s rules.

Compensation and benefits:
· Providing competitive salary packages: AB bank should analyze market and figure out the information about competitive salaries that is given by other competitors. Then changes the competitive salary packages based on designation. Competitive salary packages attract talented employees and help to get motivated existing employees.
· Providing insurance benefits as discretionary benefits: AB Bank should create an account for employee insurance because it is necessary for employees if they face any unavoidable incidents. Here employers and employees both should deposit some amounts to the account for funding.
· Increase incremental: During pandemic AB Bank uses overtime to get their work done by employees. Employees try to get adjust themselves with the new situation. Ab Bank should have increased the incremental benefits because it will motivate them to work more during this pandemic.
Training and Development
· Assessment of training: Before starting training and development process, organization should get all the information which is needed from the appraisal session. If employees get bad ratings, then he should go for training. But which training is applicable for which employees that should be analyzed because all trainings is not for all? Without getting information the training budget will be failed, training purpose will not be productive and thus it will have no value for employees.

Performance Appraisal:
· 360-degree appraisal method should be applied: Performance appraisal systems should be updated and AB Bank should use 360-degree appraisal method to get information about employees’ job and behavior related aspects. With 360-degree system, appraiser find out how employees deal with all the stakeholders in the organization. Thus, it will create less biased appraisal system.
· Keep on track: Performance appraisal should be conducted for 3 or 4 times in a given year because if will give employees alert to fulfill the given target within time limits. Employees should give new targets in every appraisal meeting.





Al Arafah Islamic Bank
Recruitment and Selection: 
· Better forecasting: HR planning requires forecasting of supply and demand of employees. So AIBL should collect all the information about the existing employees, vacant positions of each branch by approval and then forecast the supply and demand of the labors 
· Prefer external recruitment sources: External recruitment sources should be focused more because it will give them the pool of talented candidates.
· Quick response: AIBL should take short time for informing employees about the selection through phones or email. Without properly informing, they will miss the opportunity of getting better employees because they may not wait for one option for a long time.
· Budget limit: The recruitment budget should not be created for pone year because it has chance to get wasted.

Compensation and benefits 
· Attractive discretionary benefits: AIBL should give discretionary benefits which help employees to get motivated. Here AIBL should provide official transport for employees who are far away from the office and provide adequate increments for overtime.
· Competitive salty packages should be installed: AIBL bank should analyze market and figure out the information about competitive salaries that is given by other competitors. Then changes the competitive salary packages based on designation. Competitive salary packages attract talented employees and help to get motivated existing employees.

Training and Development
· Proper arrangement of training: All training courses are not for all employees. Every training course has specific purpose. So before providing training, AIBL should arrange it properly including all the details.
· Install behavioral training courses: Only job-related training method will not produce good results. Employers should arrange behavioral based training courses so that they can improve their behavioral skills with the job-related skills.

Performance Appraisal:
· Focuses on the behavioral based appraisal system: Result based appraisal system only produce the result or quantity. It cannot focus on how employee do that job or what factors are responsible for producing the results. So AIBL should focuses on the behavioral approach of performance appraisal because it helps organization to know what the inside’s factors are responsible for producing results.
	
Prime Banks:
Recruitment and Selection: 
· Update recruitments policy: Recruitments and selection process should have reduced so that it will not take longer time. And Prime bank should focus on the both recruitment sources. Recruitment and selection are crucial because it will provide them right person for performing the job. Prime bank should not only prefer internal sources because only internal sources cannot give them more skilled employees. So, they have updated their recruitment system by including structured interview and tests, so that it will attract out comers and the organization also gets skilled employees.

Training and Development
· Adequate training materials: Adequate training materials should be installed or arranged because without enough training elements it will not be productive. Apart from that trainer should have enough knowledge about the training and its purpose. They should communicate it to the employees and help them to connect this training with their own developments. 

Performance Appraisal:
· Update the whole performance appraisal policy: Result based appraisal system only produce the result or quantity. It cannot focus on how employee do that job or what factors are responsible for producing the results. So AIBL should focuses on the behavioral approach of performance appraisal because it helps organization to know what the inside’s factors are responsible for producing results. Performance appraisal should be conducted for 3 or 4 times in a given year because if will give employees alert to fulfill the given target within time limits. Employees should give new targets in every appraisal meeting.















[bookmark: _Toc85455957]Conclusion:
The project report was based on the three top banks of Bangladesh which were AB Bank, AI Arafah Islamic Bank, and Prime Bank Limited. AB Bank, AI Arafah Islamic Bank, and Prime Bank Limited were chosen because all of them maintain their services with the pace of technologies and innovations for creating customer value. All three banks maintain their position in the banking industry with honors and trust and serve people through high-quality products to preserve the lifestyle and maintain customer priority. The writer of the report researched the information about how the whole Human Resource practices are going on in these organizations and what changes are followed in the field of HRM during Covid 19 and based on this the project was titled "The Human Resource Policy of AB Bank, Al Arafah Islamic Bank, and Prime Bank Limited." In the report, all the details about major HR practices and changes were clearly explained.
Here researcher tries to get information from the selected sources and accumulated the information with a theoretical frame. Here researcher explore all those three banks to find out how they operate their HR activities and what benefits the employee get through this practice. The three banks have similarity in their HR operation. But it is challenging to maintain manpower with a proper way. So, this challenge creates a successful road for them. Here in the report, researcher explained similarities in HR activities, process and mentioned the negative findings also. 
Human resources practices are very crucial part for every organization and it should be maintained in a proper way so that organization can create a strong manpower. So here AB, ALIBL and Prime banks are selected for preparing the report. All of the banks are practicing their HR activities in somewhat good or bad way. The good things about the banks are they are trying to cope with the competitors by upgrading their HR practices but they may not upgrade their functions easily because of several reason like skilled manpower, financial tools and power of management and the culture of the organizations. So, they have some lacking which may not harm today but will do in the future because without changing old strategy it will be difficult for them to sustain in the market with other competitors. The study showed that recruitment, selection, compensation and training fields of those three banks has some lacking. Those lacking may destroy the employee motivation, engagement and commitment. So, if these bank works and research on their betterment and make strategy with the innovation, then it will be sustained in the market for the long term. 
[bookmark: _Toc85455958]
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For managers
HR planning
1. Strategic planning depends on some important events. What events could affect your strategic planning?
2.  There are many ways to retain employees who have more potential because potential employees are key to the organization. What are you doing to engage employees and keep talent in house? 
3.Can you tell me the major steps of HRP process and what limitations you face when you implement it?

Training and development:
4. When training session are going on, trainers have to keep it on track and monitor the results. How do you track and monitor the impact of your training session?
5. Sometimes less engagement of is followed in training and development program. How do you keep employees engaged during training?
6. How do you know what teaching methods to use to ensure the best learning experience?
7. Several training tools procedures and materials used for training program. What are the favorite tools to use when it comes to delivering employee training? 

Recruitment and Selection 
8. There are several sources of advertising vacant positions like internal and external sources. Where do you prefer to advertise the vacant position? 
9.There are several tests are done for checking employee’s mental, communicative and analytical skills. If a position requires testing, which areas do you focus more and why?
10. The steps of recruitment and selection process differs from organization to organization. How did the requirement selection process has done in your organization? Give just important steps.
11. How will you screen the resume? What is your policy for shortlisting and referencing resumes?
12. What types of questions you usually ask to a candidate in an interview session and why you choose those types of questions??

Compensation and benefits
13. What types of benefits you provide for your employees?
14. Can you describe a competitive benefits program that you have implemented?

Performance Appraisal:
15.Which type appraisal system do you prefer to get best evaluation result and what obstacles do you face when appraisal is going on?
16. How many times, you arrange evaluation program?
17. Who appraises the performance?


Questions related to the changes in total HRM practice due to COVID 19

17. As it is the 2nd wave of Covid 19, lock down may come again and in that time, employees have to work from home like previous session. How do you assist employees in solving their problems during pandemic?
18. What is your policy on working from home? Do you plan to implement long term options for remote work? 
19. Working from home has merits and demerits. Focusing on demerits, then we see less productivity, less punctuality, mental illness etc. are common issues. So, what benefits/steps do you take for keeping employee to be more productive and happier?
20. If employees get affected due to covid, what sick procedures he has to follow?
21. Based on your new strategy after pandemic, how do you ensure the safety of employees?
22. Have you initiated any kind of program to help employees become mor adaptable through education and training?
23. Because of illness causes high abseentism, how do you continue the corporate activities?
24. During pandemic, how do you maintain the costs?
25. How will training proceed and what tools will you provide, if employees are working from home?
26. During pandemic, what changes come in your hiring process?
27. The changes which come due to the pandemic, do your employees easily accept these changes?


Interview questionnaires
For employees

1. How do you maintain balance between work and personal life in case of handling all work from office? What kind of obstacles when you do home office?
2. Training is given and you get the knowledge of how to do the work perfectly. Does that training help you to perform your job?
3. How do you find out that your performance is going better after getting the training?
4. If you need some help /assist from your manager while working from home, how do they assist you in that time?
5. If any employee gets sick suddenly because of COVID /Other reasons, does your organization assist him and his family financially?
6. As Covid situation, the changes may come into compensation system because of cutting costs. If it happens what is your opinion about it?
7. When you are taken for training segment, do you think they give you the training on that area where you have problem?
8. Is there any kind of personal development training, they offer you as your need?
9. Do you get benefits when you refer any employees?
10. When you are taken for testing segment as a part of selection, do you think that the testing tools or materials are needed to that post you have applied for?
11. There are many organizations which follows some biasness in case of recruitment and selection procedures. Do you face any kind of biasness in recruitment and selection activities? (Like gender discrimination , offensive questions, impossible requirement)	Comment by MY PC: 
12. As an employee, you had experience of some years of doing jobs in other organizations and you noticed their recruitment process. Do you find any kind of changes in recruitment process between old and present organization? If you find out, what are they please explain your answers.
13. Do you feel any offensive situation in the interview session?
14. In one evaluation segment, do you get enough time to fulfill your target for the next evaluation segment?
15. When the evaluation system is going on, do you get the opportunity of participating in the whole process?
16.  Please suggest, how do your organization take more precaution /steps for the betterment of your employees during Covid situation.
17. Please suggest how do your organization implement HR system better.


************************************************************


Recruitmnt and selection


Job analysis


Training and development


On the job 


Compensation and benefits


Salaries


Advertising


Arrangement of written tests and interveiws


Contributing Appointment letter


Screening resumes


Off the job 


Functional based  Training


Competency based Training


Bonuses 


Perfromance bonuses 


Other Allowences 


Discretionary benefits 


Shortlisting

















Screening resumes


Wrtten test rrangements


Viva


Medical fitness checkups (Optional)


Joining or appoinment letter distribution










On the job training 


Coaching and job roattaion rae allowed for employees. Through caoching employees are working under a seniorofficer and learn how to work. Through job roation they brotate employees work by assining them several tasks of different depoartments.


General management  training


It is usually uses for managers for enhanching their mannging skills. 


Function based training


It aim is to make employee's abilities more better.









Recruitment and selection


Training and development 


compesations and benefits


 Providing training courses (ON THE JOB AND OFF THE JOB)


Providing several seminers for carrer developments 


Basic salry and increments


gratuity


Allwences


Medical facilities and insurances


provident fund


HR planning 


Advertsing 


Screening resumes


Shortlisting


intervew


skill tests 


appointments
















Creation of job vacancy 


Prepare job decsription


interveiw


referreance check


Appintments


advertisment 


Shortlisting


















Screening resumes 








Written tests


Employees inetreveiw


Referance check final appointment


Introducon


















On The Job Training


Coaching


Action Learning


Job Roations


Off The Job Training


Lectures


Programmed learning


Audio visual training


Case study













Screening resumes 








Written tests


Employees inetreveiw


Referance check final appointment


Medical examination


















Individual interveiw through annual appraisal


Policy complaince need


Executive dvelopment need


Branch's or supervisors's recomandations


Bsuiness demand 

















Basic Salary


Allowances


Pay Incentives


Festive bonuses 


Incentive bonuses 


Annual increment


Sick leave 


prvident fund


gratuity


house rent


tranport , medical, leaver affair etc.


























Lay off employees create insuffiencent staff working on site


Create inflexible working hour


Excessive workload


use overtimne


increase overtime pay


Postpone annual leave


Individually tailored working schedule


train employees


send routine task and other easy work


Increasing stress and demotivation
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