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[bookmark: _Toc23336672]Executive Summary
Apex Footwear limited is one of the largest footwear companies in Bangladesh. The report portrays the impact of effective employee recruitment and selection process on HR performance in Apex Footwear Limited. This report has been detruncated in five chapters. The first chapter is introduction which includes methodology, scope of the report, objectives and limitations. The overview of the company briefly provided in chapter two which is company profile which includes corporate information, mission, vision and values, products and services, operation details, CSR of Apex Footwear Limited, share, production capacity and competitors and their business, brands and plants. Literature review on employee recruitment and selection process and recruitment and selection process of Apex Footwear Limited is given on chapter three. Chapter four is analysis and findings which includes SWOT analysis and analysis and findings of the recruitment and selection process. In the final chapter some recommendations and conclusion is given. Data is collected in both secondary and primary way. This study contributes to the fact that the recruitment and selection process of a company has a direct relationship with the organizational performance.
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[bookmark: _Toc23336675]1.1 Background of the Study
Human Resource coming up with helps confirm the quantity and kinds of individuals a corporation wants. Recruitment follows Human Resource coming up with and goes hand in hand with the selection method by that organizations valuate the suitableness of the possible candidates for the task. Job analysis and job style specify the tasks and duties of jobs and therefore the qualifications expected from prospective job holders. Ensuing logical step is to pick out the proper variety of individuals the proper kind to fill the roles.

Recruitment is that the method of finding and attracting capable candidates for employment. Whereas selection is that the method of choosing people with requisite qualifications and competency to fill jobs in Apex Footwear limited. A corporation massive or little, profit or service directed the last word aim is to attain structure goal. This accomplishment will solely be potential through skillful and management of power. Selection may be a key part within the acquisition of human resources.

Without a reliable and effective selection mechanism, a business will ne'er flourish, particularly within the gift world economy that is ferociously competitive. Typically once sure-fire completion of recruitment, selection and induction method the new worker should be developed to higher match the task and organization.

Human Resource Management determined recruitment and selection wants job analysis document recruitment and selection method. Through definite and Systematic recruitment and selection procedure Human Resource Division selects & trains up its hands for achieving its final goal. Apex Footwear limited follows a recruitment and selection method that provides them the most effective output from their human resource and conjointly to create their worker enforceable in addition as productive.

[bookmark: _Toc23336676]1.2 Rational of the Report
This report "Impact of Effective Employee Recruitment and Selection Process in HR Performance in Apex Footwear Limited" is a requirement of BBA Internship Program and includes three months practical working experience. The report has been supervised by Yeasmin Islam, Assistant Professor of United International University. Through this internship I got opportunity to apply my theoretical knowledge which I gained throughout the BBA Program into the real work life experience.

[bookmark: _Toc23336677]1.3 Scope of the Report
The purpose of this study is to grasp the subject of my report "Impact of Effective Employee Recruitment and Selection Process in HR Performance in Apex Footwear Limited" throughout the 3 months time period of my internship. If so, what are the factors that influence this impact? Though, several researches are done on the footwear companies of Bangladesh, there is not enough research done on the HR aspect of the footwear companies. It has a significant impact on the organizational performance, organization’s effectiveness, growth and productivity. Further analysis has indicated that Although Apex has a great reputation in the job market when it comes to its Human Resource Management Practices; there are still areas where it needs improvement. The results of this research can aid the organization by drawing attention to the issues that have emerged while doing the research.

[bookmark: _Toc23336678]1.4 Objective of the Report
[bookmark: _Toc23336679]1.4.1 General Objectives
· To recognize the impact of effective employee recruitment and selection process on HR performance in Apex Footwear Limited and present the information.

[bookmark: _Toc18792824][bookmark: _Toc23336680]1.4.2 Specific objective
· To understand the HR policy of Apex Footwear Limited.
· To understand the recruitment and selection process of Apex Footwear Limited.
· To acquire thorough information over the human resource department of the Apex Footwear Limited.
· To fulfill the partial demand of BBA degree.

[bookmark: _Toc6905451][bookmark: _Toc18792825][bookmark: _Toc23336681]1.5 Methodology of the Report
The study needs a systematic procedure from choice of the subject to final report preparation. To perform the study the data sources are to be known and picked up, they're to be classified, analyzed, understood and presented in a very systematic manner and key points are to be seen. The general process of methodology is only if has been followed within the study.
· Selection of the topic: The subject of the study was assigned by my supervisor. Before assigning the subject it was discussed with me in order that, a well organized internship report can be prepared.
· Identifying data sources: Essential data sources each primary and secondary are known which can be required to complete and total the study. To satisfy up the necessity of data, primary data are used and study conjointly needs interviewing the official and workers were necessary.

[bookmark: _Toc23336682]1.5.1 Sources of information
[bookmark: _Toc23336683]1.5.1.1 Primary Sources of Data
· Face to face speech with the workers.
· Practical desk work.
· Over Phone data assortment.
· Observations.
· Interview with the supporter HR manager of Apex Footwear Limited.
· Survey.

[bookmark: _Toc23336684]1.5.1.2 Secondary Sources of Data
· Apex Footwear Limited website.
· Google scholar.
· Apex Footwear Limited Annual Report.
· Manuals and files of the Apex Footwear Limited.
· Online resources.
[bookmark: _Toc23336685]1.6 Limitations of the Report
The officers are very co-operative but they are too busy to give me time to get knowledge about practical activities. I had to prepare this report alone. Every task has some limitations. I faced some usual constraints throughout the course of my internship. These are as follows:
· Short of time: I had to finish this report writing inside a shorter amount of time. Therefore the time constraint of the study preventive the course of vast space and time for getting ready a report within the mentioned period is actually troublesome. Moreover, i am facing some personal issues in my life.
· Busy working environment: The officials had some times been unable to provide information because of their huge routine work.
· Lack of sufficient well informed officials: Many officials are not well informed. They know but less. I had to face a lot of issue to gather this info.
· Insufficient data: Some desired info couldn't be collected because of confidentiality of business.
· Confidential Issues: Human resource department maintains abundantly confidential concerning their activities and internal info. The report relied heavily on judgment and observation.
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[bookmark: _Toc23336688]2.1 Overview of the Organization
Apex Footwear Limited is the leading manufacturer and exporter of leather footwear of Bangladesh. Apex Footwear limited was established in 1990 with the vision of presenting the Bangladeshi consumers with the opportunity to experience quality leather footwear designed according to the latest market trends and technology from Europe. At an equivalent time its product range is ready-made to deliver price for cash for various price segments within the native market. Through all its activities, AFL is committed to productivity and quality to attain its objective of being a leading footwear manufacturer of Asia through its mission of “Honest Growth”.

[bookmark: _Toc23336689]2.2 Corporate Information
	Name of the Company
	Apex Footwear Limited

	Legal Status
	Public Limited Company

	Company Logo
	[image: C:\Users\Abir\Desktop\cats.jpg]

	Industry
	Footwear

	Establish
	1990

	Founders
	Syed Manzur Elahi

	Employees
	12000+

	Outlets Across the Country
	Retail - 256, Depot - 12

	E-mail
	info@apexfootwearltd.com



AFL registered head office is situated in House No. 06, Road No. 137 Block - SE(D), Gulshan-1 Dhaka-1212, Bangladesh.
[image: C:\Users\Abir\Desktop\cats.jpg]
AFL Head Office Location
The Factory is situated in Chandra, P.S. Kaliakoir Dist. Gazipur Bangladesh for both local producing and export.
[image: C:\Users\Abir\Desktop\cats 1.jpg]Apex Factory Location                                           AFL Factory

[bookmark: _Toc23336690]2.3 Mission, Vision, and Values
Mission:
· To ensure sustainable growth.
· To be a vendor of choice for our customers.
· To create value for our shareholders.
· To be proactively compliant with global best practices & standards.
· To be a responsible corporate citizen.

Vision:
"Honest Growth".

Values:
· Respect
· Integrity
· Urgency
· Empowerment
· Courage
[bookmark: _Toc23336691]2.4 Products and Services
Apex Footwear Limited provides both footwear and non- footwear items for their customers. They provide different categories of footwear items for men, women and children.
	Footwear
	Non Footwear

	Men, Women, Sports, Canvas, Children, School, Synthetic. [Thong/ PVC/ EVA]
	Socks/ Accessories/ Leather Goods.



AFL Brand Affiliations for Men’s Products:
· Apex: Apex offers an array of shoes and sandals and accessories through its different brands.  Through its in-house brands, the company provides footwear and lifestyle solutions for its diverse consumer base ensuring that there is something that is just right for each individual.
Finest quality leather and craftsmanship wrapped in comfort, only for those who value authenticity and originally above everything. When designing Apex, equal emphasis is given designs, comfort and durability. 
[image: C:\Users\Abir\Desktop\sss.jpg]

· Venturini: Venturini is an exclusively designed dress and casual shoe collection, tailor-made to suit the individualistic taste and luxurious lifestyle of a man who enjoys success. Venturini is the ultimate shoe made from the finest quality materials and premium accessories that excludes luxury and exclusivity in every step.
· Maverick: Maverick is the definitive casual brand with unique and trend-breaking designs for the fashionably relaxed, adventurous spirit. The designs focus on innovation and utmost comfort, to complement the unconditional unconventional yet cool demeanor of a Maverick.
· Sprint: Sprint is the youthful lifestyle footwear brand for the outgoing, hip, youngsters. It is designed as cool and lightweight, keeping in mind the active lifestyle of today’s youth. A Sprint shoe is a style that performs.
[image: C:\Users\Abir\Desktop\cat 2.jpg]

AFL Brand Affiliations for Ladies Products:
· Nino Rossi: Nino Rossi is all about grace and feminine designs created especially for the stylist at heart. Available in a variety of colors, shapes and designs, Nino Rossi offers diversity and freshness in its designs.   
· Moochie: Moochie is the exclusively crafted line of premium footwear for ladies who stand out. It is bold, attractive and sensual. Moochie is elegance personified, designed to excite and attract attention.
· Sandra Rosa: Sandra Rosa is designed to cater for the young women with a unique sense of fashion. Sandra Rosa is made to reflect youthful exuberance and carefree lifestyle with bright colors and trendy designs. 
[image: C:\Users\Abir\Desktop\ff.jpg]

AFL Brand Affiliations for Children’s Products:
· School Smart: School Smart is a range of children’s school shoes made from materials that blend comfort and durability. Considerable thought has been given to health benefits of the children when designing School Smart. The shoes have cushioned in-soles and are designed to be lightweight and fit accurately to support the well-being and growth of children.
· Twinkler: For the active, fun-loving kids of today, Twinkler provides a wide range of designs that are fashionable and durable. The brand delivers the right kind of footwear that is perfectly suitable for the natural development of children’s feet.
[image: C:\Users\Abir\Desktop\sddssdsd.jpg]
· Fly: This is a relatively new brand of AFL. This has been developed for attracting new and potential customers while giving them quality products within a lower budget. Fly has shoes for men, women and children. It is less costly but long lasting. It is light and comfortable.
[image: C:\Users\Abir\Desktop\23456647_1982089878743321_8794462358850412481_o.png]
· Dr. Mauch: From Dr. Mauch, AFL carries therapeutic shoes designed with 5 zones reflex zone bed technology invented by Dr. Mauch. Furthermore
[image: C:\Users\Abir\Desktop\sd.jpg]

[bookmark: _Toc23336692]2.5 Operational Details
Factory Area of AFL
	SL
	Section/Building
	Capacity in Pairs/Day
	Area in SFT.

	1
	Cutting
	22,000
	25,000

	2
	Sewing
	22,000
	78,000

	3
	Lasting
	20,000
	46,000

	
	Total
	64,000
	1,49,000




Capacity of AFL
· 20,000 Pairs of Complete shoes per day.
· Machinery - Imported from Germany, Italy & Taiwan.
· Product Development - CRC Italy & Asia.
· Leather Development in own Tannery.
· 5860 trained factory workers.

AFL has the following In House Facilities
· TPR Sole molding Plant
· Components (Insole, Counter & Toe puff) plant
· Cutting Dies Plant
· Leather Finishing Plant
· Effluent Treatment Plant
· Drinking Water Purification Plant
· Bonded warehouse
· Full Standby Power Supply
· Medical Centre and child care
· Training facilities

Cutting Department Capacity
	Covered Area
	25,000 sft.

	Cutting Machines
	104 no.s

	Cutting Capacity
	20,000 Prs/day

	Cutting Manpower
	494+16 Persons



Sewing Department Capacity
	Covered Area
	78,000 sft.

	Sewing Line
	16 lines x 2 shift

	Sewing Capacity
	20,000 Prs/day

	Sewing Manpower
	2550 +60 Persons



[bookmark: page10][bookmark: page11][bookmark: _Toc23336693]2.6 Share & Competitors
Share: Initial investment of the project is calculated around 500 million taka. Among that Apex Footwear Limited of Bangladesh holds 100 % share.

Competitors: Apex Footwear Ltd.’s main competitors in Bangladesh are Bata, AIMCO Footwear Limited, Fortuna Shoes Limited, Shampan Shoes Limited, Titas Footwear Bangladesh and Bay Emporium.

[bookmark: _Toc23336694]2.7 Business, Brands & Plants
Apex Footwear Ltd. has the following sister concerns associated with its businesses,
· Apex Footwear Limited
· Apex Investments
· Apex Pharma
· Grey
· Apex Tannery Limited
· Blue Ocean
· Landmark Footwear Limited
· Quantum Brands

Apex Footwear Limited works for the following brands,
· Apex
· Venturini
· Maverick
· Nino Rossi
· Dr. Mauch
· Sandra Rosa
· Moochie
· Sprint
· Twinkler
· School Smart
· Fly
The Company has the following plants which contribute to its in-house support in order to achieve the company’s vital objectives,
· TPR Sole molding Plant
· Components (Insole, Counter & Toe puff) plant
· Cutting Dies Plant
· Leather Finishing Plant
· Effluent Treatment Plant
· Drinking Water Purification Plant
· Bonded warehouse
· Full Standby Power Supply
· Medical Centre and child care
· Training facilities
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3.1 Recruitment and Selection Process
Recruitment
Recruitment involves attracting of candidates to fill the positions in associate organizational structure. Recruitment is that the method of finding and attracting fitly qualified individuals to use for job vacancies within the organization. it's a group of activities a corporation uses to draw in job candidates who have the required skills and attitudes. Recruitment is that the method of generating a group of qualified candidates for organizational job vacancies. However, the aim of enlisting is to supply a group of candidate that's large enough to let managers choose the staff they need. Before recruiting begins, the position's requirements that ought to relate to the task should be clearly known.

Methods and Sources of Recruitment
The methods of recruiting can rely upon the supply of recruitment the organization intends to utilize. wherever a corporation decides on a policy of recruitment from among, then the ways of methods can embody job posting on public boards so as to tell all staff and then enable open competition; the key review of the records of staff and giving the roles to chosen employees; and at last, announcement to staff and unions that there are vacancies which new hands are going to be welcome. Staff and unions are then in a position to tell friends, relations and colleagues.

i. Advertisement: Advertisement is that the most typical variety of external sources of recruitment. Organizations advertise vacant position on each electronic print and media to access a bigger pool of candidates. An advertisement has communication as its basic underlying principle and it ought to be worded in a manner that triggers responses from job seekers. Recruiters ought to formulate the expression of advertisements in a manner that's not discriminatory.

ii. Online Recruitment: online recruitment uses web based mostly tools like a firm’s public internet site or its own computer network to recruit workers. The process of recruitment incorporates attracting, screening and chase candidates, selecting, and providing jobs or rejecting candidates.

iii. Employment Agencies: Employment agencies, generally referred to as labour brokers, tend to be quick and economical in recruiting candidates for specialized positions. For a fee collected from either the employee or the employer, usually the employer, these agencies do some preliminary screening for the organization and place that organization in reality with candidates.

iv. Labour Offices: It's sources of certain varieties of staff. In some industries, like construction, unions have traditionally provided staff to employers. A proletariat is usually accessible through a union, and staff is sent to specific jobs to fulfill the wants of the employers.

v. Employee Referrals: Associate worker referral program is a system where existing staff suggest prospective candidates for the task offered, and in some organizations if the instructed candidate is employed, the worker receives a money bonus.

vi. Educational and Training Establishments: Managers of organizations could visit educational institutions like universities and faculties to draw in prime students, particularly throughout their final years of study to use for vacant positions. This technique of recruitment is additionally referred to as campus recruiting and is one amongst the most cost effective ways of recruitment. It introduces final year students to the institution. The recruiter usually makes a presentation to final year students and invitations fascinating students to go to public institutions exposing them to different areas within the organization.

Selection
Selection process is the mutual process whereby the organization decides whether or not to make employment supply and also the candidate decides whether or not to accept it. Selection is the process of selecting from the pool of potential workers out there those jobs in terms of qualified job and organization needs. One issue that stands apparent from the higher than is that selection is usually made of among many candidates that have applied for positions and meet the organization requisite.

The Process of Selection
In the hiring procedure varied strategies used to accustom discover important info concerning applicants, which may then be compared with the task specification. The subsequent is an example of a well-liked method, 

i. Initial or Preliminary Interview: This primary interview is sometimes quite short and has as its objective the elimination of the clearly unqualified. In several instances it's a standing interview conducted at a desk or railing.

ii. References: The aim of the reference check is to get info concerning past behaviour of candidates and to verify the accuracy of knowledge given on the application. Most public sector organization take up references before short listed candidates are called for interview; whereas private sector organization tend to require them up when the candidate has been interviewed and a provisional offer of appointment created. 

iii. Psychological Tests: Ensuing step within the procedure printed higher than is that of testing. Most of the larger firms that may afford to own a lot of elaborated and correct selection procedure do utilize some form of employment testing. It's the smaller company that regularly doesn't hassle with tests, however places nice reliance upon the interview.

iv. Interviewing: Interviewing is maybe the foremost wide used single method of selection. A considerable quantity of subjectiveness, and therefore irresponsibleness, is to be expected from interviewing once used as a tool of evaluation. One individual is evaluating another in somewhat strained and artificial circumstances. 

v. Approval by the Supervisor: Following the outlined procedure, we should currently be of the opinion that a candidate who has with success completed all steps up to now should be employed. At now within the

vi. Physical Examination: The physical examination is an employment step in most businesses. It will vary from a really comprehensive examination and matching of an applicant's physical capabilities to job needs, to an easy check of general physical look and wellbeing.

Recruitment and Selection Process on HR Performance
The overall intention of recruitment and selection process ought to be to urge the standard and variety of workers needed to satisfy the human resource wants of a firm at a minimum cost. The primary purpose of recruitment is to draw in enough and sustainable potential workers to create application for vacancies in a company. On the opposite hand, the main aim of selection activities is to spot the simplest candidate for the task and supply a foothold within the organization. From the preceding, it's not a matter of simply recruiting and selection, however effective recruitment, selection, and also the right placement are vital. Indeed, recruitment and selection is vital to an organizational profitability as well as effective HRM. Recruitment and selection exercise, in essence, needs that job profiles be incorporate with candidacy profiles. People whose candidate profiles most closely fit the job profiles available within the organization guarantee a lot of job satisfaction and low labour turn over. Selectors and Recruiters need to remember of the nature of the job and should be assured that the job needs are acceptable to the potential workers.

[bookmark: _Toc23336698]3.2 Recruitment & Selection Process of AFL
The recruitment of AFL is concentrated on multiple sectors. AFL needs people for its head office to run the business and its operations, for its retail stores and depot to handle sales and also for its factory to process and manufacture the products. These three different sectors need different kinds of people of different skills and background. The way of attracting candidates and evaluating them for recruitment purpose also differs here. Thus, the formalities of recruitment purpose tend to vary to a great version. For convenience the Human Resource Department has been divided into two parts. The HR Department of head office handles talent acquisition and field-force acquisition, while factory HR handles worker acquisition.
[image: C:\Users\Abir\Desktop\fff.jpg]

[bookmark: _Toc23336699]3.2.1 Types of People to Recruit in AFL
Talent Acquisition
In this talent acquisition sector, the AFL is concerned with recruiting people for its head office which includes its all departments. AFL targets to hire the most talented and skilled person who will perfectly or almost perfectly match with vacant job position. Thus, the acquisition sector goes through the most procedures and scrutiny among the three sectors. 

Field-Force Acquisition
Field-force acquisition concerns all people who are directly involved with the sales force. AFL requires a lot of people for this sector. The position of salespersons needs the greatest number of employees. Because the 256 retail outlets need a lot of sales person according to their store sizes. 
[image: C:\Users\Abir\Desktop\d.jpg]

Worker Acquisition
Workers are for the factories. There are more than 12000 workers for factory. They are mostly women. They are the ones who are recruited. Their immediate superiors related to production are promoted among themselves. For example: Supervisor.

[bookmark: _Toc23336700]3.2.2 Recruitment Process of AFL
The recruitment processes of these three sectors are basically the same.  
[image: C:\Users\Abir\Desktop\cats.jpg]
1. Employee Reacquisition
For starting the recruitment process the HOD of the respective department need to fill the ‘Employee Requisition Form’ provided by the Human Resource (HR) Department. The HOD has to give information on the designation, number of vacancies, grades, job responsibilities etc. He/she also has to give an estimated date by which the vacant post needs to be fulfilled. The allotted time range from 2 days to 90 days or even more. The HOD must also provide a proper justification for the requisition. If the justification does not seem relevant then it will not get approval from Unit Head and Head of HR. The form must be signed by the HOD after giving all information.

2. Review & Approval
The ‘Employee Requisition Form’ must be reviewed and approved by. Both of them will check the filled form and decide whether the recruitment is really necessary. The justification part of the form plays an important role for convincing them. As a proof of approval both the unit head and the head of HR give their signature along with date of approval.

3. Determining the Source Recruitment
From which source recruitment is going to be held is a major concern. When the job is very important and the number of vacancies is a bit high, external source is a good choice. However, when suitable candidate can be found among the present employees, internal source will be less expensive, less time consuming and more accurate.

i. Internal Source
· Promotion & Transfer: If AFL has any present employees who can match the vacant jobs, then AFL can either promote or transfer them as required.
· Employee Referrals: After learning about the vacant position current employees sometimes refer some CVs who might be suitable for the job position.
· Re-recruiting the Previous Employees & Applicant: Sometimes previous employees of AFL or previous applicants who were not selected before but have talents for the job can be a source of recruitment.
· Internal Recruiting Database: This is mainly the CV Bank AFL has collected from different occasions like job fairs in different universities and previous applicants.



ii. External Source
Head Hunter 
Head hunters are independent contractors or employees of a recruiting agency who are hired to find or suggest and introduce suitable candidates for a vacant job position. They ensure that the candidates have the required skills for the job position. AFL hires head hunters for those job positions for which suitable candidates are a bit hard to find. It could be because the requirements are too specific, low lead time or quality of CVs is low.. AFL sometimes also hires them if they cannot find any suitable person for the vacant job through other methods. Head hunters get role profile and the requirements for the job position and then they start their job.

BD Jobs
BD Jobs is the biggest online portal for the advertisement of job vacancies. AFL uses BD Jobs mostly for this purpose as they seem to be more convenient for it. BD Jobs offer services like CV searching, filtering, analysis etc. Especially the filtering option of BD Jobs helps eliminating the irrelevant CVs of applicants. Thus, HR feels that BD Jobs make their job easy. 

News Paper
AFL also uses the old system of giving vacancy advertisement. However, it is on rare occasion since it's very costly.

Job Fair 
AFL join job fair in different campus area from time to time to collect CVs from freshers.

Media Advertisement
AFL uses Facebook and LinkedIn to give vacancy advertisement. The applicants then send their CV through email.  



Walk-in Interview
AFL uses this method when management does not want to spend much effort or money for attracting people as they are available in the market. Sales persons and factory worker are recruited using this method. The store managers give a notice in front of the store. The factory HR Department simply gives a notice in front of the factory gate or sometimes around the factory area where the potential employees may exit. Also, when candidates are available in the market but they are not found this method is also used.

4. Vacancy Advertisement 
After determining the source of recruitment, a vacancy advertisement is made. Sometimes both internal and external sources are used. While sometimes either one of them is used. Generally, AFL uses multiple sectors of external source so that it can attract a huge pool of candidates. In the advertisement apex gives the following information:
· Name of the organization and brief introduction
· Designation and job responsibilities
· Qualifications and additional requirements
· Remuneration and benefits
· Workstation and location 
· Application deadline
Apex always mentions it name in the vacancy advertisement. Designation, job responsibilities, benefits are mentioned in clear details. Sometimes a salary range is mentioned while sometimes it is mentioned as ‘Negotiable’.

5. Screening & Finding Profiles 
Although it is clearly mentioned who are eligible for the vacant position, a lot of irrelevant CVs are received through media, BD Jobs and newspaper advertisements. So, all CVs are checked and matched with job description and candidates eligible for further procedure are found.
[bookmark: _Toc23336701]3.2.3 Selection Process of Talent Acquisition & Field-Force Acquisition (Except Sales)
While the recruitment processes of those three sectors are almost the same, the selection process is of different types. The selection process of talent acquisition and field-force acquisition (except sales person) are almost the same.

1. Screening Eligible Profiles
The recruitment process stops when candidates with minimum eligibility are found. Then in the selection process those eligible profiles are screened again to find candidates whom HR can call for written test or interviews. This is done by analyzing the candidates’ age, education, experience, skills, professional degrees, trainings, expected salary etc.

2. Decision Over Written Test
Whether to take a written test or not is another step. Not all job position needs written test. Salesperson job does not need written test. AFL conduct when technical aspects are needed or when a candidate’s written skills are required HR conduct written test. AFL took a written test for a job position of Internal Audit Department. 
When the number of eligible candidates is very high, written test is done to cut down some numbers. AFL conduct written test on descriptive situation based or behavioral based questions mostly.

3. Interview
Interview is a must for all job positions. Candidates always receive an email letting them know about the interview along with job position, address, time, papers required for the interview etc. Also, each candidate also receives a call to confirm that they have received the mail. It is done because some candidates might not check their mail and miss the opportunity.
While interviewing, the interviewers maintain a form named ‘Employee Assessment Form’. This form is filled with the candidate name, the position name, department, current salary of the candidate (If employed now), expected salary and date and time of interview. During the interview, one person among the interviewers writes down comments on the candidates’ strengths, whether he/she is suitable for the job and why, and negotiated salary (If the candidate seems suitable for the job). The interviewers can then short list some of the interviewers.  All this help for the discussion before final selection and also help keep the interview transparent. AFL follow unstructured interview. On some occasions some questions are fixed and asked along with other questions.

4. Final Selection 
After the interview the interviewers discuss among themselves regarding the short-listed interviewees.  Those who seem to be perfectly matched with the job position are selected by getting everyone’s consent. Also, the short-listed persons backgrounds are checked through reference checking using both the candidate’s and the company’s contact. The reference checking is also done here.

5. Conveying the Result to All Interviewed Candidates
The selected interviewees are called and congratulated. Their date of joining and salary are also mentioned along with all the papers they needed to submit. An appointment is to complete all the paperwork before joining. Then they are given an email mentioning all this information.
A regret mail is also sent to all those people who had not been selected. It is also mentioned that their CVs will be kept aside and will be considered if any job opportunities suitable for them arises in future. 

[bookmark: _Toc23336702]3.2.4 Selection Process of Sales Person 
On the other hand, salesperson interview is a bit different. As the number of people needed for this post and the employee turnover rate are higher here, the recruitment and selection process continues for almost the whole year. When a lot of sales persons at the same time are needed the normal recruitment process is used. Candidates below age 30 are screened and called for interviews. On the other hand, when some sales persons are needed a notice is given in front of the retail stores and they are asked to contact the head office.
1. Interview
Candidates are called for an interview along with their CVs, pictures, NID card and certificates. They mostly do the walk-in interviews. Sometimes one or two days are fixed per week to take their interview. They are interviewed based on their appearance and manner of speaking. Salesperson need to have positive and happy appearance on them.
 
2. Final Selection
If they have these qualities, they are selected. This selection does not have too much complication. A reference check is done by calling the previous employment of the selected person or through any other contacts.

3. Conveying the Result to All Interviewed Candidates
The selected interviewees are called and congratulated within 3 days after the interview. Their date of joining, salary and the store in which they work are also mentioned along with all the papers they needed to submit. They are asked to   take their ‘Appointment Letter’ from the head office before joining.

[bookmark: _Toc23336703]3.2.5 Selection Process Factory HR 
The talent acquisition has the same process of head office HR. Thus, it is not discussed here.

Worker Acquisition
The selection of factory worker is relatively short and easy. Just like a salesperson when a lot of sales persons at the same time are needed, the normal recruitment process is used. But when a relatively lower number of workers are needed, a notice is given in front of factory or sometimes around the factory area where the potential employees may be present. This is what is applied as present.

1. Interview
They are called a normal interview or walk-in interview. Whether they have the skills to take part in the shoe making process are checked.
2. Final Selection
If they have the skills or it is seems that they can be trained for the job, they are selected. This selection does not have too much complication. 

3. Conveying the Result to All Interviewed Candidates
The selected interviewees are immediately conveyed. Their date of joining and salary are also mentioned along with all the papers they needed to submit. Sometimes a notice containing their name and other information is given in front of the factory. They are asked to join at the fixed date and also take their ‘Appointment Letter’ from the HR Department before joining.

[bookmark: _Toc23336704]3.2.6 Internee Recruiting
The interns also go through selection criteria to be hired. AFL mainly requires interns for the HR and Marketing department.

1. Intern Requisition
At least one month prior the intern requisition has to be made.

2. Intern Selection
The HR department conducts the interview of the eligible candidates.

3. Intern Placement
After receiving forwarding letter from the student the company then proved an acceptance letter to the student.

4. Internship Completion
After completion of the internship period the interns required to submit the report to their organization supervisor and then a certificate are being provided.

[bookmark: _Toc23336705]3.2.7 Recruitment Policies
Recruitment plan is undertaken based on long term business plan. Employee requisition is raised from different departments defining the job description, job profile, needed qualifications, age, experiences and other specific needs. The organization Recruitment and selection policy will,
· Need to be fair.
· Can not be biased on age, gender, disability, minority group.
[image: C:\Users\Abir\Desktop\catsh.jpg]
Vacancy
Because of organizational growth, resignation, and newly established position there might be a need of new employees.
Requisition
A job vacancy Form which contains,
· Job grade, job description, job profile, qualification etc.
· Approval from higher authority like MD if needed
· After the authorization of HR department vacancy is announced.
Publicity
The HR take decisions where to publicize the vacancy and also depends on the job nature that is whether to put it on newspaper or any social media.
Recruitment Process
Eventually the eligible applicants are shortlisted and then hired if meets the criteria and it the final step of the recruitment process at the Apex footwear ltd.
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[bookmark: _Toc23336708]4.1 SWOT Analysis
SWOT focuses on the company's strengths, weakness, opportunities and threats if these factors are being analyzed then it would be successful to run the business for the long run. The potential growth of Apex Footwear Ltd. is mainly because they have awfully small number of competitors in Bangladesh as solely export primarily based Footwear Company. It is now a chief export based Footwear Company in Bangladesh. Keeping up this upward pattern needs total commitment to comprehension and satisfying their clients' request with the suitable blend of standard administration, unwavering quality, enhanced innovation and gifted and in addition devoted labor is essential. This part has been done through day to day observation during internship period.
Strengths:
· Friendly working Environment.
· Strict enlistment and choice procedure to get just the absolute best workers.
· Successful employment branding strategy.
· Good Management.
Weakness:
· Sometimes internal recruitment based on employee references especially where a new blood needed for the improvement.
· Lack of focused job description.
· Lack of guideline from the supervisor.
· Lack of policy information for Internship among the team members of Group HR.
· Violations of rules are not highly punishable.
· Need more HR personnel.
Opportunities:
· Company branding through advertisements.
· Group HR should be must involve in manpower planning.
· Advanced use of technology.
Threats: 
· Limitations of vacation leave for employee.
· Long working hours (9 am - 6:30 pm).

[bookmark: _Toc23336709]4.2 Analysis & Findings of the Recruitment & Selection Process
An interview was conducted with an HR executive of AFL who looks after the recruitment of the AFL who had kindly answered my queries. From those answers along with some observations and discussions, some important information was found.

Factors Affecting the Recruitment and Selection Practice of AFL
Job position, salary, the skills and expertise needed etc. affect the process. For example, for recruiting someone as the head of Quality Checking Department, AFL had to recruit someone out of Bangladesh since we have insufficient experts regarding this sector. On the other hand, area managers, depot-in charge or sales officers were recruited within Bangladesh as we have suitable candidates available here.

The Recruitment and Selection Practices Giving the Best Results for AFL
AFL does not have a single recruitment & selection practice for its each sector. AFL prefers different practices for different sectors. The practices which give the best results are usually followed here.
For the talent acquisition sector which is mainly for the head office, AFL uses the external sources of recruitment. For this purpose, BD Jobs, job fair and media advertisements are widely used. However, AFL used headhunters for recruiting employees from India, Sri Lanka and the UK who had some specialized expertise related to the industry.
The job location of Field-force acquisition can be anywhere in the country. This sector uses the external source for attracting a lot of candidates and selecting new people.  Then, current employees are also constantly transferred from one place to another place. Some employees get promoted after reviewing their performance. Employees are not kept at one place for more than 3 years. 
Worker acquisition uses a walk-in interview to take new people in lower posts as a source of recruiting mostly. But In higher posts, people are promoted from the workforce. AFL believes that those people can provide a better idea about the work and the process than a newly recruited person. Supervisors are promoted this way.

Internal Hiring
In internal hiring AFL recruits from its existing employees. This includes promotion and transfer. Employees of AFL try their best to perform well so that they can be considered for promotion. Many also work well so that they can be transferred to a better area. This is especially true for store level. A store in Bashundhara City is totally different from a store in Narayanganj because their sales are different. A sales person in Bashundhara City usually gets more commission than that of Narayanganj.

Subjective Assessments of Personality and Communication Ability
Subjective assessments vary from person to person and this requires a person’s personal judgment. During the job interviews AFL asks candidates questions to judge their personality and communication ability. A candidate for sales officer was asked to convince an interviewer to buy Apex Shoe. This was done to check that candidate’s communication skills. Candidates are also asked situational questions. They are given a problem which may give some idea about their personalities and they are asked to provide an answer instantly. In addition, some personal judgments are also made.

Time Required for Each Recruitment 
Paperwork, arranging and conducting interviews, tests etc. takes the time of HR. Some recruitment needs more time while others needs less. The information on this was not found. It is an estimation of HR executive that they need 21-30 hours on average per work.

Time to Fill a Job
From the employee requisition till the joining of an employee is called time to fill. This also varies from job to job. The requirements have an effect here. According to HR executive, the average times to fill for different positions are:
	Designation
	Number of Days

	Manager & Above
	60-120

	Deputy Manager to Officer
	7-60

	Store Level
	7-60

	Factory Workers
	0-30

	Others
	0-30



Satisfaction Over Current Recruitment and Selection Practices
AFL is yet to finalize its recruitment & selection practices. As this is going to affect the whole organization, the management is regarding this as very sensitive.  HR is recruiting and selecting people based on what seems to be convenient. Thus, the satisfaction over the current recruitment & selection practices is not obviously very high.

Interview for a Better Result of Recruitment and Selection Process 
Now unstructured interview method is followed. But this can be a bit misleading. So, he thinks that semi-structured interview would be best for them. Since AFL does not take separate test on behavior or aptitude in most cases, a structured interview will be rigid. A semi-structured interview will let interviewers ask other questions in addition to what they must know.

Use of Techniques Like Stress Level Test, Presentation, Case Study etc.
It would be better to include them. However, the application of this depends on the situation and decision of management.

Changes in Recruitment & Selection Practices Over The Years
Yes, there had been many changes in the recruitment and selection process over the years. Even if the policy was not published, the HR Department tried its best to apply the best policies possible for them. As the time passed, the recruitment & selection practices had turned to its current image.

Screening Profiles
Screening the profiles for finding minimum eligible candidates are for the talent acquisition and the management level of field-force acquisition sectors. Sales persons and factory workers now hardly go through with this step as AFL does not need much higher number of employees for these sectors anymore.

Interviews
Talent acquisition and management level of field-force acquisition sector needs a deep interview which needs important people. For talent acquisition sector a person from both HR and the department which needs employee along with a third party are needed.
In the interview of store level workers other than sales person are asked questions based on their works. On the other hand, for sales person any person from HR is sufficient. He/she can convey opinions and based in that the person is selected. 
Worker acquisition also goes through almost the same process as the sales force.

Selection
Talent acquisition has the most critical recruitment process and it also has the most issues in selecting a person.  The management level of field-force acquisition sector is also the same. Thus, the HR tries its best to stay transparent throughout the whole process to avoid future problems.
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[bookmark: _Toc23336712]5.1 Recommendations
Apex Footwear Limited has been using the same recruitment and selection practices ever since the company was formed. They need to grow out of the old practices in order to embrace globalization and gain a competitive advantage. They need to use new techniques and employ new approaches to discovering talented individuals. Initially they only had one competitor which was Bata but over the years many local footwear companies have emerged such as Bay, Fortuna, Orion, Jenny’s etc. If Apex does not diversify and redefines its recruitment and selection practices, it can very much lag behind in the competition. As of now, there are numerous MNCs doing business in Bangladesh. This is an opportunity for domestic companies to grow out of their comfort zone and embrace the global changes. If Apex could adopt even a fraction of the HR practices that the MNCs have in place, they can become a prominent leader in the industry.

After a thorough observation during the research, one of the greater issues that have been emerged is the fact that there is a communication gap between the departments at Apex Footwear Ltd. Although Apex’s Human Resource Department is effective in the job they do, they lack being proactive. HR department is responsible for managing the human capital of the organization. If there is a communication gap between the departments, it is the responsibility of the HR department to look into the matter and solve it as soon as possible. But Apex’s HR department is more confined within themselves. There are complaints and issues piled up at the HR Department but the progress of handling them has been going slow. This can create dissatisfaction among the employees and demotivate them since they might feel their voices, opinions and feedbacks are not valued. The end effect of it will reflect on the employee retention and employee turnover situation of the organization. HR department needs to be at the front line of solving any type of issues regarding the employees. They can check in with the employees on a regular basis and have an ‘open door’ policy where the employees feel comfortable bringing anything to their attention at any time. This can be a great way to motivate the employees and make them feel valued. Hopefully this will solve the communication gap in the organization.
[bookmark: _Toc23336713]5.2 Conclusion
This research was carried out to examine if HR practices such as recruitment and selection process have an impact on the organizational performance. According to the findings of the study, it can be concluded that the HR practices mentioned above does have an impact on organizational performance and there is a positive relationship between recruitment and selection process.

Although Apex Footwear Limited is a prominent footwear company in the Bangladeshi Industry as of now, it cannot let its success get the better of it. There is always room for improvement, progress and growth. Apex is now a big company, the number of employees working under it is growing at a rapid speed. At a time like this, they need to have strong and effective HR practices in place since it is the pillar that holds the internal structure of the company together. The more effective HR practices are, the better it will reflect on the overall productivity and performance of the organization. Apex already has a strong foundation to begin with. If it succeeds to put the outcome of this study into good use, they can undoubtedly become a force to be reckoned with.
















[bookmark: _Toc23336714]Reference:

https://www.apexfootwearltd.com/About-Us
https://www.apexfootwearltd.com/Profile
https://www.apexfootwearltd.com/Factory-Area
https://www.apexfootwearltd.com/Products
https://www.apexfootwearltd.com/Contact
https://www.apexfootwearltd.com/Capacity

























[bookmark: _Toc23336715]Appendix:

Some of the questions that were asked during interview are as follows:
1. Can you describe the job that you do?
2. How does the recruitment and selection process of this organization works?
3. What is your opinion on this particular topic?
4. What are the factors do you think are influencing the recruitment and selection practice of AFL?
5. Is a recruitment and selection practice giving the best results for AFL?
6. Is the management satisfied with the current recruitment and selection practices?
7. Which interview method do you think is best for a better result of recruitment and selection process?
8. Has there been any change in the recruitment & selection over the years?
9. Does AFL use the same interview method for all of its sectors?
10. Does AFL have any foreign employees?
11. Are there any contractual workers/employees in Apex?
12. Is the recruitment process any different for them? If so, give an insight.
13. Do you think recruitment and selection process has an impact on Apex’s performance? If so, what do you suppose it might be?
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