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Executive Summary
For the fulfillment of my BBA degree I have to prepare a report and I choose the topic Human Resource Management Practices at Madina Development Ltd. This is the main reason for preparing this report. Human Resource is the most important property for any organization and it is the creator of achieving competitive advantage.  Handling human resources is very challenging as compared to managing technology or capital. For its effecacious management, organization requires effective HRM system. Madina Group is one of the large companies in Bangladesh,   & its very effective HRM system is very much important towards its success. Basically this report focuses on the HRM practice of Madina Group Ltd, a leading organization aimed to provide quality business  support for various public and private sector organizations. In this report it has been try to show that how Madina Group  performs the training, recruitment & selection process, what types of direct & indirect benefits and rewards they offer to their staff to retain them, how they have perform their performance appraisal of the staff and admin staff and overall HR functions. During my internship period while I am preparing this report I have faced some problems like- too much work pressure, multiple tasks etc. but though I have learned so many things that is described in the lessons learning chapter. The finding of this report shows that Madina Group have specific HR department in their every department. All the HR activities have been controlled by this. It is also found that their job evaluation system is good enough. Some recommendation has been added at the end of this report. I hope these will be helpful for them.
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0. Introduction to the Report
Practicum is the platform where students can learn by doing practical work experience. After completing four   years eight months BBA Program, this three months’ practicum period is so much important for a student. In this time a student can transfer his or her knowledge to genuine work and this is the high time for creating opportunities to build network and contact within the industry. For this purpose I have done my internship in a renowned developer company in our country that is Madina Developments Ltd, where I learnt about the formal behavior of an organization and technical skills to do official work. There are also the opportunities to learn how to conduct good relationship with subordinates, peers and also with the management. 
Within this practicum period, I have conducted an internship report which is based on the organization’s HR practice they are faced on a daily basis and its solutions. The title of this internship report is “Overall HR practice in Madina Developments Ltd”. Conducting this internship report the researcher is supervised by Dr. Mohd H R Joarder, Director of IBER   United International University and it’s a greater pleasure for me to get her assistance to complete my report. Another supervisor from the practicum organization Anwarul Azim who is the Sr. Executive, HR & Admin & Imran Hossain ,HR Manager of Madina Developments Ltd. He gave all the possible information and scope to do the research on this existing problem. 





0. Aim
The aim of this study is to have a clear view of the HR practice in  MDL & connect it with our study.
0. Objectives
There are broad and specific objectives to find the practice.
Broad Objective
Defining the different part of HR and finding   their practice & issues.
Specific Objectives
. 
· Describe the organization and explain the scope of work in recruitment and selection Process. 

· To experience different recruitment and selection activities which are followed by The Madina group Ltd. 

· Recognize and identify how theories and concepts that covered in BBA program are applied in recruitment and selection process. 

· Propose suggestions and recommendations for the practitioners the can help management further to apply best practices in human resource management in the organization. 





0. Scope of the Study
This research was fully conducted by the actual observation of three months’ internship within an organization. The organization provided the actual knowledge and information regarding this topic. As the research topic and the problem of the organization are related, this was easy to do work for this research. The causes and sources of conflict and how to manage the conflict situation are clear and the research was conducted following those issues. This research could show the practice of HR in the organization.

1.5. Limitation of this Study
There were also some limitations for doing this research. Shortage of time, some limited information were gathered about  the organization  which   done by the employee of HR department and some incomplete data which they didn’t want to give for the privacy of the organization, these all were the limitations for this study. 

1.6. Methodology
The report is prepared based on using primary and secondary data resources. Primary data was collected by observing organization’s recruitment and selection process, interviewing employees while working as intern in Human Resource Division at Madina Group Ltd. The duration of internship was 1st October 2018 to 1st January.
Secondary data was collected by Organization employee hand book, website, and relevant books.


1.7 Ethical consideration
This research has done for the purpose of completing researcher’s academic internship. The topic was selected by observing the organization’s current weaknesses and opportunities. All the information were collected with the concern of the supervisor of the organization and this information didn’t violate any terms and condition of the organization. These all information was collected from valid and reliable sources. Finally, it is understandable that this research report does not go with any unethical affair and this is confidential for the researcher. 
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2.1. Background of the Organization
Madina Development Ltd. is one of the endeavors of Madina Group for assuring the improvements of the excellent building from cover to cover Bangladesh and also sharing knowledge for productivity. Madina Group is one of the leading private sector businesses cumulate in the country, which began business in the year of 1984 in the name and style of Madina Trading Corporation. Over the last two decades it diversified its business following a successful operation which resulted in Madina Trading Corporation to take the shape of Madina Group. Madina Development Ltd. came into the market in 2001 along some extensive commercial and apartments projects at the side of Old Dhaka city. From the beginning of the journey they sustained redaction extensive diversity in commercial and residential projects through all over the Dhaka City. Besides Madina Development Ltd. Madina Group also have different businesses and those concerns are- 
-Madina Trading Corporation (PVT.) Ltd.
-Madina Cement Industries Ltd.
-Madina Poly Fiber Ltd.
-Madina Maritime Ltd.
-Madina Polymer Industries Ltd.
-Madina Filling Service Ltd.
-Madina Heemagar Ltd.
-Chand Sarder Cold Storage Ltd.
-Madina Fruits Ltd.
-Fleet International Ltd.
-Bismillah Navigation
In their respective site they proved a very successful performance by their concernments. Madina Development Ltd. has been built an environment which is adoptable by the employees and also realized that if they maintain the trust and confidence of the employees, then they will be become more attracting.
2.2. Corporate Information of the Organization
Company Name: Madina Developments Ltd.
Address: Madina Square, 5, Green Square, Green Road, Dhaka-1205. Bangladesh.
Contact Number: +880-2-9663706, 9663714, 9663658, 9663327, 9663538
Fax: +88-02-9663753
E-mail: info@madinadevelopments.com
Web Address: www.madinadevelopments.com
Facebook URL: https://www.facebook.com/Madinadhaka1984
Foundation Year: 1984
Chairman: Begum Gulshan Ara Selim
Managing Director: Haji Mohammad Selim
Number of Employees: Around 200
Logo: 

Product: Apartment, Commercial Space, Land / plot, Shop, Independent House, etc.

2.3. Mission & Vision
We provide the most professional, informative, loyal and dedicated service in the industry. The best interests of our clients will always come first and we will place the clients' concerns ahead of our own in each and every transaction, as we are dedicated to the development of long-term client relationships! Our team-approach philosophy ensures your needs are important to each and every member of our organization. Our mission is to provide residents with exemplary service in a quality home environment, and to provide partners and clients with maximized real estate asset value. To our residents we are dedicated to delivering exemplary service in a quality home environment. Our goal is to be the apartment home provider of choice.
2.4. Corporate Governance
The Chairman of Madina Group is Begum Gulshan Ara Selim and the Managing Director is Haji Mohammad Selim who has the long-term experience in business. Then their governing body has Deputy Managing Director and he is Mohammed Solaiman Selim. And after DMD there are Director, GM and AGM








The Organogram is given-
 (
Chairman
)
 (
MD
)

 (
DMD
)
 (
Director
)
 (
GM
)

 (
AGM
GM
)
	 (
HRM
) (
Finance
)
	 (
Design
) (
Supply Chain
)
	 (
Transportation
) (
Engineering
)


 (
Sales & Marketing
)
 (
        PM
) (
Manager
) (
       Driver
) (
Architect
) (
Asst. Manager
) (
Sr. Executive
) (
Manager
)

 (
Deputy Manager
) (
Asst. Manager
) (
Asst. Manager
) (
Structural 
engineer
) (
Asst. Manager
)

 (
Sr. Executive
) (
Asst. Manager
) (
Sr. Executive
) (
Sr. Executive
)
 (
Sr. Executive
) (
Executive
)
 (
Executive
) (
Executive
)
 (
Executive
)


Figure-2.1: Organogram of MDL

2.5. SWOT Analysis
Table-2.1: SWOT of MDL
 (
Strength
s
:
High Brand name recognition
.
Strong serving 
capacity to offer free
 services for their buyers and tenants.
They have the motivated team of architect, engineers and managers who work with full responsibilities.
Having several branches all over the country
Employees’ loyalty.
Have an excellent strategic alliance between all other enterprises of Madina Group. 
Enrich with financial resources.
Giving yearly increment based on performance appraisal.
) (
Weaknesses:
Turnover of some employees.
Not enough specialization for several jobs.
Low budget for Management Information System.
High operating budget of different departments.
Lots of segments of different pr
ojects need to handle at a time.
 Faces conflict at the workplace.
Opportunities:
Over internet they conne
ct property buyers & sellers, 
owners& tenants.
Diversification into offering products and services
Establishing
 a user friendly stage for real estate agencies and developers for the purpose of selling and rent out their properties.
Advertising and promotions.
Location of the offices.
Threats:
Raising other 
real estate company around Dhaka City as well as all over Bangladesh.
Governmental rules & regulations.
Price rate of substitutes.
Legal issues with land owners.
Effects of global economy on products & quality.
Internal
External
)




	















· Strengths: Madina Development Ltd.’s internal strength is quite good. They have the most powerful strength is that they have high brand name recognition all over the country, for example among real estate business this company is renowned to all. Their serving capacity is strong to offer free services such as if any customer faces any problems regarding their apartment for example damages on the wall, kitchen or bathroom, they offer free and quick services to the customers and tenants. Their motivated team of architect, engineer and manager who are highly experienced and their excellent working ability make the company more strong. They have several branches all over the country such as Dhaka, Sylhet, Chittagong, and Khulna
, Rajshahi, Mymensingh. Their employees are loyal to the company, their devotion to the work and faithfulness proved their loyalty. They have excellent strategic alliances among other enterprises, at the same building there are Madina Maritime, Madina Tank, Madina Water Pump, Madina Pipe and Fitting, Tiger Cement as well as the corporate office of Madina Group and they have strong internal strategic bonding which is helpful to all. This company is enriched with financial resources, the owners of the group has enough financial funds. They give yearly increment to the employees based on performance appraisal and this makes employees more motivated and satisfied as a result, they become more willing to give their best effort to the work.
· Weaknesses: 
There are always some weaknesses remain behind any organization or any businesses. Madina Development Ltd. has some weaknesses to do the business. Some employees leave the company for better position or more salaries, if they get any opportunities to do better job in other organization they leave their present company. The employees don’t get enough specialization for several jobs, but employees want to do their job at a specific area. They think this helps them to minimize their works and there is not enough job specialization for the entire job. For Management Information System they don’t want to keep big budget, at their viewpoint this is not much important for the organization. So they have low budget for this. But they have high operating budget for other different department such as engineering, sales & marketing. As they handle a lots of project at a time, so sometimes it creates problems internally. Most importantly conflict management is becoming major issue for them. There are lots of issues regarding conflict management such as travel policy, leave policy, supply evaluation system, activities of compliance department, chain management, change management, etc.
· Opportunities:
Madina Development Ltd. has a great opportunity to connect over internet with property buyers & sellers, owners& tenants. Diversification among offering products and services to the customer by observing their tastes, the offering system of different products and services has variation, which can attract customers. They have been establishing a user friendly stage for real estate agencies and developers for the purpose of selling and rent out their properties. They have the opportunity of advertising and promotion because the owner of the company is a renowned person who is the Member of Parliament. The location of the all branch offices is attractable by the customer and which is the great opportunity for them.
· Threats:
Day by day doing business is becoming too much hard. The outside circumstances affect the business and Madina Development Ltd. also faces some threats which coming from external market. There are some other strong real estate companies around Dhaka City as well as all over Bangladesh, for example, Navana Real Estate, Concord Real Estate, etc. are the main competitor. Governmental rules & regulations are one of the major threats because some rules & regulations are not favorable for them to import some materials and this creates some limitations. Sometimes the price rate of substitute products such as the cost of making apartments, other materials & equipment may go ups and downs and which may affect customer to switch. Legal issues with land owners are another major threat for them. If they make conflict with the land owners, it creates huge problems for developing and finishing the projects. The effect of global economy on products and quality always has variation and the company feels threatening by this situation.
2.6. External and Internal Environmental Analysis
The external and internal factors of MDL represent their existing strengths, weaknesses, opportunities and the threats. 
2.6.1. Internal Factor Evaluation
Internal Factor Evaluation is a method where strategic management tools are used to assess the present situation of the business with the existing strengths and weaknesses. Madina Developments Ltd. has enough strength to control the weaknesses. They have also the capacity to control those weaknesses by utilizing their strengths
Comments: 
· Strengths: Here the Brand name recognition is the major strength, because Madina Development is already established and renowned company. The motivated experienced teams help the company to do the work timely and properly, that’s why this is the major strength. Their strong servicing capacity to give free services is attractive to the customers and this is also major strengths. Having several branches all over the country is minor strength because there are more real estate companies all over Bangladesh. Employees’ are more faithful and devoted to do the work and thus they become more loyal to the company and employees’ loyalty is major strength. The strategic alliances between other enterprises of Madina Group are major strengths for the strong internal relationships and bonding. The funds of financial resources can fulfill the needs in time but there is no limit for needs so they consider it as minor strengths for the company.
· Weaknesses: The turnover of employees from the company is major weakness, cause employees always want better positions and when they get better opportunities they leave the company which hampers the company a lot. No specialization for several jobs is minor weakness because employees feel flexible to do work with their position and job. The low budget for Management Information System doesn’t affect the business or communication and for this reason this is minor weakness. But, high operating budget of different departments is major weakness because they spend huge amount of money for engineering, sales & marketing. And handling different projects at a time and also facing the conflict at workplace is the major weaknesses, as they face conflicts in leave encashment, supply evaluation, compliance department, and management system.

2.6.2. External Factor Evaluation
External Factor Evaluation process is exposed what type of opportunities and threats the business is having. Madina Developments Ltd. has opportunities with some threats. But they can handle those threats by utilizing their opportunities.
· Opportunities: Connecting with buyers, sellers, owners and tenants through internet is major opportunity, because their Facebook page and other websites are always active. Diversification into offering product and services are also above average opportunity for their variety to offer several products such as 3D art on the wall or tiles. Establishing a user friendly stage for real estate agencies and developers for the purpose of selling and rent out their properties are below average, because there are already several agencies run their business in this site. The opportunity of advertising and promotions are above average, their other businesses such as Tiger Cement, Madina Water Tank as well as Madina Development use high profile for advertising their product and also active to advertise their vacancy within short time. The location of branch offices as well as head office is their above average opportunity, because of having prime location. 
· Threats: Other real estate companies around Dhaka City as well as all over Bangladesh are rising, this is the below average threat, because Madina Developments are competing with the competitors and running the business successfully. Governmental rules & regulations are above average threat, as there are some hard rules for importing some products which they don’t want to mention for their privacy and they only said those are necessary for them. The threat of price rate of substitutes are below average, if other companies sale their products at low price then Madina Developments try to give the best quality product at suitable rates. Legal issues with land owners are above average threat, because if the issues make conflict with both parties, the land owners and the developers, there are the chance to delay the work. Effects of global economy on products & quality are below average, because sometimes the variation of global economy affects the market. 
2.7. Porters Five Forces Model
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Figure-2.3: Porters Five Forces
· Threat of New Entrants: For Madina Development Ltd. threat of new entrants is low because they have been already built an established profile which is difficult to ruin by other company who enters newly in the business. The new entrants who come into the real estate business, they are more careful about the existing companies which are beating the market.
· Threat of Substitute: For Madina Development Ltd. the threat of substitute is not so high. They declare that other substitute products are not so much threatening for them. Madina Development Ltd. has enough stable reputation to overcome the threat of substitute products.
· Bargaining Power of Supplier: Suppliers have the power of bargaining against Madina Development Ltd. but this is not so much threatening to the company. There are lots of suppliers in Bangladesh who can provide land and other properties to continue the business for Madina Development Ltd.
· Bargaining Power of Customer: The power of customer is not so high. Madina Development Ltd. has more customers within Bangladesh. People trust Madina Development and the company gains it by doing hard work in the business area.
· Rivalry among existing Industries: There are some existing competitors for Madina Development Ltd. such as Navana Real Estate, Concord Real Estate etc. For Madina Development Ltd. this rivalry among existing competitors are little bit high. Navana Real Estate and Concord Real Estate are more established than Madina Developments Ltd.
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               Organizational Structure-Madina Development
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·  Plan of Actions:
· HR PLANNING
· Recruitment & Selection
· HR Operations 
· Organizational Development
· Training and Learning 
· 





          
        
            Human Resources Planning
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              Madina Development Ltd
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· Human Resources Planning:
“HR Planning is the process of using an organisation’s goals and strategy to forecast the organisation’s . HR needs in terms of finding, developing and keeping a qualified workforce.”
Planning in Human Resource has been discussed in different HRM contexts for many years. HR planning was initially an important aspect of job analyses and was often used as bases for determining strengths and weaknesses among the employees and to develop the skills and competences they needed. As individual career plans started to gain more popularity, companies gradually started to pay more attention to the certain skills and competences among individual employees as a way of aligning and dealing with the companies’ succession planning.  
· HR planning of MADINA GROUP’S cover
· An estimation of how many people the organization needed for the future 
· A determination of what ability, skills, and knowledge requires to compete 
· An evaluation of employees ability, skills and existing knowledge 
· A determination of how the company could fill the identified competence gaps 


HR planning today is a very important task of every constriction organization’s HR department. HR planning mainly involves the identification of skills and competence within the organization, the filling of identified competence gaps, and the facilitation of movements of employees within the organization. An essential part of the HR planning is the succession planning which aims to ensure the supply of individuals and filling of gaps on senior key positions when they become vacant and replenish competences to areas where they are most valued. 
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1.9 Recruitment and selection 

In organization the system that responsible for placing diversifies talents throughout is refers to as recruitment and selection processes. The process of recruitment and selection is an ethical approach by a firm to seek and attract the most competent and suitable applicant for a vacant position. Recruitment strategies can be divided in three significant approaches:
 Suitability – the most qualified applicant for the position,
 Malleability – mounded within the cultural norms, and 
Flexibility– the most reliable and versatility employee.
These factors are quite complicating and can be easily mistaken during the process of hiring employees. Suitability is a critical aspect hence it mainly concerned with the process of hiring the most suitable applicant for the position. Available recruitment and selection process of MDL are
1.9.1 Internal Recruitment: 

In MDL internal recruitment practice is most usual. The top level management refers a person and place them in a specified department, in that case proper procedure of recruitment are almost ignored.

1.9.2 External Recruitment: 

External recruitment and selection process is as follows:
· Vacant created 
· Provide advertisement 
· Receiving CVs 
· Short listing 
· Arrange written exam 
· Arrange interview board 
· List the topers 
· Select the qualified candidate for the job. 

	Unit’s Name:
	Madina Developments Ltd 
	Department:
	Design

	Position: 
	Structural Engineer
	Vacancy Created on: 
	01.12.2017

	No of Employees Required:
	1 (One)
	Anticipated Start Date:
	

	No of existing positions:
	Structural Engineer
	Last hiring for same position:
	_____/ _____/_____

	(In case of replacement)

	Replaced Employee Name:
	Kazi Ali Asraf
	Designation:
	Structural Engineer

	Requested by: 
	Md. Abdus Salam
	Designation:
	AGM (Opeation)

	
	
	
	

	 Requirements

	Education
Work Experience
Training
Skills 
Additional Requirements
	M.Sc./ B.Sc. degree in Civil & Structural engineer from any recognized University

	
	 10-15 Years 

	
	

	
	The applicants should have experience in the following area(s)

	
	Inspection Consultation & Structural Design

	
	



	Justification for Employment (by Department Head):

	

	

	

	

	SOURCE :
	 Internal / Transfer
	External:       Newspaper      Online      Agency       Referral

	 (
DD 
            
MM  
           
YYYY
)

	Department Head:                                                                                          Date: ______/________/________



For Human Resources Department Use Only:
	LOCATION :
	 Head Office          Factory           Field (Region ____________________)

	EMPLOYEE TYPE :
	 Permanent
	 Contract
	 Temporary
	 Casual

	SALARY GRADE :
	60,000-70,000
	JOB CLASS :
	Mid  Level

	Comments:


	

	
	


	Unit HR 
Date:  DD / MM / YYYY      
	 Executive Director
Date       /     /
	MD/DMD 
Date:  DD  /  MM  /  YYYY


 
(Complete this page ONLY if requesting creation of new position)

	Responsibilities / Tasks / Duties / Functions
(Amend Existing JDF Records for Modifications)

	
1. Modeling & Analyzing the R.C.C as well as Steel (Residential, Commercial and Industrial) Structure using computer software and manual Calculation. 
1. Carry out all types of civil Engineering structural design.
1. Calculating the pressures, stresses, strains, bending moment, shear force each component, such as Foundation, Column, beam, Slab and other items due to human use or environmental pressures such as Wind or earthquakes.
1. Analysis and design of all types of buildings (new sections and retrofitting of existing sections) and facilities as per the latest Codes. Focusing on the potential hazards such as seismic, wind, landslide, flash flood, etc. 
1. Investigating ground conditions and analyzing results of site tests, such as soil samples.
1. Liaising with other designers, including architects, to agree on safe designs and their fit with the aesthetic concept of the construction.
1. Examining structures at risk of collapse and advising how to improve their structural integrity, such as recommending removal or repair of defective parts or rebuilding the entire structure.
1. Monitoring the quality control & Co-ordinate with project person for solving Structural related problem, which are arise before or after construction.
1. Preparation of all calculations and getting approval from appropriate authorities. 
1. Using computers and computer-aided design (CAD) technology for simulation purposes and guiding the draftsman.
	
DD / MM / YYYY      
	DD  /  MM  /  YYYY

	Department Head                              Date
	HR Manager                                Date
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1.10 Training and Development:
In today’s contemporary organization, employees ‘skills and knowledge can make a positive impression  on the firm‘s productivity . Organizations have to counter some difficulties while training a single or more employees. Formal training is just one of the possibilities for organizations to enhance the personnel performance level, as important roles are covered also by organizational socialization and multitasking. It was suggested in the early 1990s that organizational socialization is a fine process for newcomers to source out information’s about the organization, learn about the necessary tasks and how to perform their liabilities ; clarifying their roles and relate with others inside the organization. In MATRIX training is a regular activity. MDL arrange various training based on its projects. For a project, expert team of MDL has to decide through which methodology the project will be executed, so they designed their training based on that. Especially on survey the data collectors attained several training to know how the data will be composed. These trainings are arranged either in MDL or in the host organization. 
For any type of training MDL follows the four step training process. 
Step: 1.Need analysis: is to identify particular knowledge and skill the job requires, and compare these with the prospective trainee’s knowledge and skills. 
Step: 2.Instructional Design: is to formulate specific, measurable knowledge and performance training objective, review possible training program content (workbook, exercises and content) and calculate the budget for the training program. 
Step: 3.Implement: is to conduct the training to the targeted employee group using  adequate method. 
Step: 4.Evaluation: is to assess the program’s success (or failure).
situation in the workplace. The lacking of performing on the risk assessment, determining the level of risk makes the situation where employees feel uncomfortable and there remains the question of the safety of workers. Which lead to prove the low effort of the compliance department and as a result the efficiency of employee goes down.
1.10.1 Methods used in Training programs: 

In MDL trainings are conducted through various suitable methods. Some of the frequently used methods are
1. Programmed Learning 
2. Job Instructional Training (JTI) 
3. On the job Training 

1.10.2 Programmed Learning: 

is a systematic method for teaching job skills, involving presenting question and facts, allowing the person to respond, and giving the learner immediate feedback on the accuracy of his or her answers. This type of training method is implemented on baseline survey projects. For a base line survey project, data collectors are conducted an in house training program to improve their questioner understanding and other issues related to data collection.
1.10.3 Job Instructional Training (JTI):
 
The JTI is a process of listing each jobs basic task, along with key points, in order to provide step by step training to the trainee. MDL use this type of method to train their trainer who those will implement (agricultural) training program in field level.
1.10.4 On the Job Training: 
On the job training is the process of training a person to learn a job while working on it. Like all most every organization MDL also practice this training method to train their newly oriented employees.
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1.11 Performance Evaluation System: 

The concept of measuring performance or managing performance within organizations is to strategize how firms can get the utmost benefits from their employees. The approach to measuring performance can be classified as a three-step approach that composed by objectives, appraisal and feedback. The first step is the setting of performance objectives that are quantifiable, easy to measure and simple to communicate throughout the organization. After that, the process of performance appraisal should take place. Finally the feedback is measured. The management of performance includes design of work systems, facilitation of knowledge utilization, sharing and creation, and appraisal and reward systems. For measuring employee performance at the end of each project, the management of MDL discusses among themselves about each employee and gives their comment in employee performance evaluation form. After that it is recorded in the employees’ personal file. 
· For performance evaluation MDL consider the following factors: 
· QUALITY OF WORK: Consider accuracy, thoroughness, effectiveness
· FLEXIBILITY: Consider performance under pressure and handling of multiple assignments. 
· INITIATIVE: Consider the extent to which the employees sets own constructive work practice and recommends and creates own procedures.
· DEPENDABILITY: Consider the extent to which the employee completes assignments on time and carries out instructions.
· INTERPERSONAL RELATIONS: Consider the extent to which the employee is cooperative, considerate, and tactful in dealing with supervisors, subordinates, peers and others.
· SAFETY COMPLIANCE: The degree to which the employee complies with or oversees the compliance with the organization safety rulT
They can also follow a performance evaluation   form. Which is given bellow
	MADINA GROUP

	Madina Square 64/A, Shahid Buddhijibi Munir Chowdhury Sharak, Central Road

	Dhanmondi, Dhaka

	
	
	
	
	
	
	
	
	

	PERFORMANCE APPRAISAL

	From_______________ To_________________

	Employee Information
	Report to

	Employee ID
	 
	Employee ID
	 

	Name
	 
	Name
	 

	Designation
	 
	Designation
	 

	Department
	 
	Department
	 

	SBU Name
	 

	
	
	
	
	
	
	
	
	

	JOB KNOWLEDGE & SKILLS: Applies job knowledge and skills consistently in performing assigned responsibilities
	Self (5)
	Line Manager (5)
	Unit Head (5)
	Head of HR  Admin (5)
	Total Average

	1. Knowledge of mission, values policies and procedures.
	5
	5
	5
	5
	5

	2. Demonstrates Job Knowledge.
	 
	 
	 
	 
	0

	3. Analizes problems and provides practical solutions with sound judgment.
	 
	 
	 
	 
	0

	4. Produces accurate, quality work.
	 
	 
	 
	 
	0

	5. Competently communicates writing and reading.
	 
	 
	 
	 
	0

	

	COLLABORATION: Applies interpersonal skills consistently & effectively with others to problem solving &focus on group needs.
	Self (5)
	Line Manager (5)
	Unit Head (5)
	Head of HR  Admin (5)
	Total Average

	1.Displays a cooperative &professional attitude toward all coworker/external constituencies.
	 
	 
	 
	 
	0

	2.Demonstrates ability to work effectively as part of a team.
	 
	 
	 
	 
	0

	3.Resolves conflicts in a professional manner.
	 
	 
	 
	 
	0

	4.Shares  knowledge,insights & participates in group problem solving.
	 
	 
	 
	 
	0

	5.Displays good  judgment & is respectful in interactions with others.
	 
	 
	 
	 
	0

	

	DEPENDABILITY: Reliable .Functions on one,s own effectively with minimum supervision.
	Self (5)
	Line Manager (5)
	Unit Head (5)
	Head of HR  Admin (5)
	Total Average

	1.Efective in accomplishing task , despite obstacles ,in a timely manner.
	 
	 
	 
	 
	0

	2.Prioritize tasks appropriately when required.
	 
	 
	 
	 
	0

	3.Monitors & follows up on pending projects.
	 
	 
	 
	 
	0

	4.Manages time effectively.
	 
	 
	 
	 
	0

	5.Other:
	 
	 
	 
	 
	0

	

	INITIATIVE   Self-starter,pursues alternatives when approprite to achive results.
	Self (5)
	Line Manager (5)
	Unit Head (5)
	Head of HR  Admin (5)
	Total Average

	1.Task approprite action independently.
	 
	 
	 
	 
	0

	2.Embraces organizational change,exhibit flexibility.
	 
	 
	 
	 
	0

	3.Seeks out new & better ways of accomplishing task.
	 
	 
	 
	 
	0

	4.Resourcefulness ,adapts to changes various situations.
	 
	 
	 
	 
	0

	5.Offers alternatives plans if unables to meet deadline.
	 
	 
	 
	 
	0

	Total
	5

	Assessment:
	
	
	
	
	
	
	
	

	90-100
	Exceeds Expectations - Routinely demonstrates performance beyond the standards normally expected in this position.

	80-89
	Meets Expectations - Demonstrates performance that conforms to the standards expected in this position.

	60-79
	Meets most Expectations - Performs most responsibilities effectively with the need for development in specified areas.

	40-59
	Needs Improvements - Performs some responsibilities effectively with the need for further improvementin specific areas.

	0-39
	Unsatisfactory - Performance is in below standards. Need improvement

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Line Manager
	
	
	Unit Head
	
	
	Head of HR & Admin

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	Director
	
	
	MD/DMD
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1.12 Benefit & Compensation:
Eliciting high contributions within an organizational environment is highly essential for the firm as well as the employees. For instance, expectancy theories have explicated aspects of anticipated rewards in line with employee’s motivations. This indicated that every employee will have to face with a logical decision in accordance to the present economical circumstance. As a result to that employee considerable effort will manifests into an intended realizations and the conceptions of both internal and external rewards are highly valued by organizations and its employees. Not only the obvious fact that employees yearns more about promotional opportunities, higher pay or better benefits, but also their desires and anguish spins from autonomy, personal growth and valued responsibility. An idle Benefit & Compensation management system will help an organization significantly boost the performance of its employees and create a more concentrate workforce that’s willing to go the extra mile for an organization. 
1.12.1 Types of Compensation Provided by MDL: 

MDL provides both direct and indirect compensation to their employees. They try to match with the environment of the current situation and the needs of the employees.
1.12.2 Direct compensation: 

Direct compensation that MDL usually provide to their employees is: 
· Basic Payment: A fixed amount of monetary benefits provided to the employee at the end of each month in return for their services to the company. 

· Over Time Payment: A fixed amount of monetary benefits provided to the employee at the end of each additional one hour after completed the daily schedule hour (8 hour) 


· Housing allowance: If workers have to relocate because of work, MDL offers housing allowance to all level of employees to facilitate the process of relocation. 

· Medical allowance: MDL offers their employees medical reimbursements for medical claims covering not only employees themselves, but also their family members. 


· Merit pay: MDL offers merit pay to their employees in terms of brings out critical hurdled job. Generally these types of circumstance happen in base line survey when the employees go to remote places to execute it. 

· Festival Bonus: MDL also offers yearly festival bonus which is given two times in a year-Eid-ul-Fitr   and Eid-ul-Azha. This bonus is given on the basis of basic salary. Usually the rate of bonus is 100% of the basic salary. 

· Special Allowance: MDL also offers mobile phone and phone bill to their employees for personal and official use. 

1.12.3 Indirect Compensation: 

MDL not only gives the direct compensation but also compensate their employees indirectly. Company gives so many facilities for the employees to become a friendly relation with the management and the employees. 

1.13 Leave Policy: 

MDL offer paid leave to its employees. The leave entitlement is
Type of Leave 

1.13.1 Casual Leave: 

Maximum 10 days with pay. 

1.13.2 Medical Leave: 

Maximum 10 days with pay. 
1.13.3 Earned Leave: 

One day earned leave for every 15 working days.
1.13.4Maternity Leave (For Women):
 6 months from to the declaration of the employee.
· Format of Madina Development leave form:


	MADINA GROUP

	Leave Application Form

	 
	
	
	
	
	
	
	
	 

	Date :
	
	
	
	
	Employee ID No :
	 

	Mobile No :
	
	
	
	
	
	
	 

	Name of the applicant
	:
	………………………………………………………………………………………………..
	 

	Designation
	:
	………………………….
	Dept. :
	……………………………..
	Date of Join:

	Working site
	:
	Madina group (Head office) / Unit Name: …………………………….
	 

	Leave date (s) from
	:
	……………..
	To
	……………..
	
	
	 

	Leave Type
	
	:
	□ Casual
	
	□ Sick
	
	□ Annual
	 

	Balance Leave
	:
	………………..
	
	………………..
	………………..

	Purpose of Leave
	:
	……………………………………………………………………………………………..
	 

	Leave Address
	:
	……………………………………………………………………………………………..
	 

	Duty to be performed by
	:
	……………………………………………………………………………………………..
	 

	Duty to be assumed by
	:
	……………………………………………………………………………………………..
	 

	 
	
	
	
	
	
	
	
	 

	 
	
	
	
	
	
	
	
	 

	Applicant Signature
	
	Dept. Head
	HR & Admin
	
	Unit Head
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2.1.3.1 Maintaining Leave status: 

It was one of my regular activities at MDL. I was responsible for receiving all types of leave application form of the employees and maintaining a leave register for them. Here my task was receiving leave application from the employees, checking it properly, placing it to the head of HR for the approval, input it in the leave register after getting approval and put it to the employee personal file.
2.1.3.2 Making salary statement at the end of every month: 

Here I had to prepare a list of the all employees mentioning that how many days an individual employee was present for work and was leave during the whole month.
2.1.3.3 Writing letters & Notices: 

Writing different types of official notice according to the instruction of the Management and getting sign of them was one of my regular activities.

2.1.3.4 Maintain inward and outward Register. 

Maintain inward and outward register regular basis.
2.1.3.5 Preparing of total staff list. 

Prepare and regular update of total staff  of MDL report project basis and department basis.
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Madina Development Ltd.

	Head Office

	64/A, Shahid Buddhijibi Munir Chowdhury Sarak , Dhanmondi, Dhaka - 1205

	SL
	Name 
	Designation
	Remarks

	
	
	
	

	Construction & Operation Department

	1
	Md. Nazmul Hasan
	GM
	 

	2
	Md. Abdus Salam
	AGM
	 

	3
	Md. Mojakker Hossain
	PM
	 

	4
	Md. Sadeque Hawlader
	Site Supervisor
	 

	Cost & Estimate Department

	5
	Md. Abul Kalam Azad
	Asst: Manager
	 

	6
	Md. Zahirul Islam khan
	DPE
	 

	7
	Most. Rowshna Ara Siddika
	Executive
	 

	Electro Mechanical Department

	8
	Manik Lal Biswas
	Deputy Manager. Electrical
	 

	9
	Mr. Shipon Ahmed
	Electrical Engineer
	 

	10
	AL Mamun
	 Electrical Engineer
	 

	Design & Drowing  Department

	11
	Md. Khaled Abdullah
	Architect
	 

	12
	MD. Tareq Monjuar
	Structural Engineer
	 

	13
	Milon Sarker
	Sr. Executive
	 

	14
	Nigar Sultana
	 Executive
	 

	15
	Manzur Hossain
	 Executive (3D)
	 

	Department:Sales & Marketing

	16
	Md. Kausar Ahmed
	Manager
	 

	17
	Md. Munzurul Alam
	Assit:  Manager
	 

	18
	Md. Zahidul Islam
	Assit:  Manager
	 

	19
	Hasan Ahmed
	Assit:  Manager
	 

	20
	Momtaj Rahman Momi
	Executive, Customer Service
	 

	Department: Accounts & Finance

	21
	Rezaul Karim
	Manager
	 

	22
	Yearan Akter
	Asistant Manager
	 

	23
	Md. Kamrul Hasan
	Executive
	 

	24
	Abidur Rahman
	Executive
	 

	25
	[image: ]
	Israt Jahan



	Executive
	 

	Department: Procurement

	26
	Md. Ashraful Islam
	Asistant Manager
	 

	28
	Md. Faruq Hossain
	Monitoring Officer
	 

	27
	Habib(Habu)
	Purchase Officer
	 

	Department: HR & Admin

	30
	Sonia Akter
	Executive (Front Desk) 
	 

	Department : Logistric

	31
	Shadan Chandro Sarkar
	Manager
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3 Lessons Learned:
3.1.1 Lessons Learned from the Internship Program:
From my experience with the admin section of MDL I have learned so many valuable knowledge which helped me a lot to understand the HR activities and as well as to prepare this report. Through this internship affiliation report I got a chance to have a very closely observe about all the HR activities of MDL. Followings are my understanding from this internship program: 
First of all, I have learned about the organizational behavior, i.e. how individuals and groups act in the organization, what are the people-organization bounding in terms of the whole person, whole group, whole organization etc. 
Secondly, I have learned about the compensation management practice. Here I have learned about different form of direct-indirect, financial-non financial benefits and rewards that has been provided to the employee in exchange for their work. The most important lessons from this part is that before making compensation policy for the employees, the policy maker must be keep in mind about the Management Philosophy. 
Thirdly, use of reference power in the compensation factor affects the equal employment opportunity. It means, sometimes employees are directly appointed through reference and because of their strong reference they got some extra benefit which other employee at the same rank doesn’t get. 
Fourthly, I have learned mostly about the leave management system. Here I have learned about the category of leave, leave entitlement, how to process a leave application, how to calculate earned leave etc.
 Fifthly, I have gathered experience about recruiting and selection process from CV short listing to appoint an employee in the organization.

4 Findings &Recommendations: 

4.1.1 Findings: 

1. MDL doesn’t have any separate Human Resource Division. As an additional duty, director operations take all HR decision. 
2. There is no any Human Resource specialist or any employee who have educational background on Human Resource Management.
 3. They don’t have any Human Resource software. All the activities have been done manually. 
4. The current approach to hiring staff into various positions is not good enough. Especially the Internal recruitment system is weak. There is no exam and presentation part in their internal recruitment process. 
5. Compensation package of MDL is not attractive to hold a qualified employee. Under the direct compensation system MDL offers almost all type of compensation for the employee but under the indirect compensation system they should offer something new.
 6. The objective of compensation system of MDL is to achieve the organizational goal not to motivate the employee.
 7. Job evaluation system of MDL is not satisfactory. They evaluate the performance of the employee based on the observation. There is no peer checking for more accuracy.
 8. MDL keep hide their job evaluation system to the employee except the employee involve in the process. 
9. Employees cannot show their talent as there is no job flexibility. 
10. Too much misuse of reference power affects the equal employment opportunity.
4.1.2 Recommendations: 

From my work experience with MDL I think I can make some recommendation for this organization. These recommendations are completely from my personal point of view and I think they have possibilities to improve in the recommended areas. My recommendations to MDL are:
1. As soon as it is possible MDL should make the Human Resource Department totally separate from other department with professional human resources management administration.
 2. MDL spends considerable productive time on recruitment, promotions and other staff matters. To save productive resources, Human Resources should consider installing the automated and web based technology for recruitment to replace the manual processing for recruitment and hiring and free staff time and space for more productive HR activities.
3. Due diligence should be given to manpower planning and the luxury of filling positions without recourse to efficiency and standards should be reconsidered. 
4. MDL should arrange some annual event for their employees, to entertain them, motivate them, give them relief from their monotonous work and also make them feel that the organization also cares about each and every employee.
5. MDL should open their job evaluation system to the employee and should set some fixed goals.



5 Concluding Statements: 

To ensure the better service effective Human Resource Management Practice is very much essential. This is certainly the case at the Madina Development Ltd . To ensure better consultancy service the organization must have to ensure a good Human Resource Management practice. The area of Human Resource Management is very wide. In this report it has been tries to show the extent at which MDL practices Human Resource Management at their organization. That covers their Training, recruitment and selection process, total compensation package, performance appraisal system. Human Resource management is the heart of an organization which plays an important role of getting the right people to do the right job and at the right places, which helps to ensure the overall achievement of the goals of the organization. Therefore, the practice of Human Resource Management must be well performed.
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