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Executive Summary 

This internship opportunity at Pakiza Knit Composite Ltd. has increased both my personal and academic knowledge. The project title of this internship report is, “The HR Practices of Pakiza Knit Composite Ltd.”. From my internship, I gained practical knowledge on how the Human Resource Division of a textile company operates and coordinates its activities to ensure smooth functioning of the organization. 
Pakiza Knit Composite Ltd, a knit fabric manufacturing giant that employs both local and international employees. PKCL uses open advertisement method through various job agencies for job posting. Inexperienced workers are actually recruited for lower position but for machine operator post, minimum of two years’ experience is required. During Covid-19, PKCL has practiced online recruitment process for both white collar and blue collar employee. PKCL arrange monthly training programs where international buyers always monitor local companies about the training progress. For the Knitting Sector especially for the machine operators, PKCL provide technology based learning and Simulators. Films and Videos are used to train about the safety features, and other rules and regulations that must be maintained by the workers.
The HR department has a daily evaluation policy where every employee’s performance is evaluated on a daily basis for the purpose of promotion. PKCL keeps these records of evaluation in the software and it is applicable for both White and Blue Collar employees. With the two Eid bonuses, the workers are given production bonuses in PKCL. In production department, a target is given by the authority. If they can reach to 90% of the production target, then they will be given a monthly production bonus. For violating rules and regulations, employees can be transferred, demoted or terminated. The exit interview is arranged only for the white collar employees. PKCL offers a probation period to the workers if he or she is going to be terminated. While the probation period is over, the worker is terminated with some facilities.
As recommendations I have put lights on some issues that PKCL should improve. Transportation Services, Online monitoring process, facilities for interns and job offers for interns are mentioned specially.
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Introduction

There are universal Human Resource principles that provide companies with optimal business performance, regardless of which organization they have applied to. It is important to align HR goals with the overall goals of the company. For this reason the HR, business and strategy departments are all in the same page. HR practices are involved in the strategic operation and they form the foundation and guidance to manage the company’s employees. It helps the organization to coordinate with the executive business plan. 
[bookmark: _Toc78316845]A list of some best Human Resource practices of Pakiza Ltd.:
· Recruitment and Selection: Includes Panel-Based Interview, Internship, Video interviewing, hiring the right people.
· Training and Development: Training in relevant skills.
· Transparency: Promote Collaboration and Idea Sharing, Maintaining openness 
· Employee Benefits: Choosing benefits that value employees, Use benefits to solve workplace issues.
· Employees Incentives: Knowing what motivates employees, Pay rises with bonuses, being creative with incentives. 
· Compensation: Fair and performance-based compensation, compensation transparency.
· Compliance Issues: Utilize HR software; designate a point person for HR team. 
· Setting the mission and goals of the HR department
· Planning, organizing, and managing the HR department
· Measuring the effects of programs
· Creating programs to improve the quality of the work environment
· Developing talent and future leadership
· Conducting motivational programs
· Working with management for ongoing performance evaluations
· Overseeing employee advancement opportunities
· Providing security to employees.
· Self-managed and effective teams.
· Creating a flat and egalitarian organization.
· Making information easily accessible to those who need it.
· Terminations: Showing empathy not sympathy, conducting effective exit interview.
Policies are important to: 
· Communicate values and expectations for how things are done at organization
· Keep the organization in compliance with legislation and provide protection against employment claims
· Document and implement best practices appropriate to the organization
· Support consistent treatment of staff, fairness and transparency
· Help management to make decisions that are consistent, uniform and predictable
· To support business strategy 
· In case of smaller organizations a desire to develop a more formal and consistent approach that will meet their needs as they grow.

[bookmark: _Toc78316846]HR Practices of Pakiza Knit Composite Ltd:
The best HR practices in Pakiza Knit Composite Ltd are given bellow-
1. Recruitment and Selection Policy of PKCL- The purpose of this policy is to make the recruitment and selection process of the more transparent, fair, efficient and consistent with the local laws and regulations.
Scope: This policy will be applicable both factory & head office staff.
2. Policy Statement: This policy will guide the management to recruit and select right people in the right position without any description. Management expects fairness, transparency and not to be prejudge mental in any steps of selection process.

1.1 Recruitment and Selection Principles of PKCL:
· Open advertisement
· Equal opportunity
· Non discrimination
· Fairness and transparency
· Right person for right job

Recruitment Process
· Identify the vacancies or collection reacquisition
· Get approval from competent authority
· Advertisement
· Collect CV as much as possible internal or external ways.
Selection Process
· CV assessment and shortlisting
· Selection committee
· Selection test-written exam, Technical test, oral test, evaluation result sheet.
· Selection interview
· Negations and final decision
· Background checking
· Physical fitness test
[bookmark: _Toc78316847]Training and Development of Pakiza Knit Composite Ltd: 

The main objective of this report is to learn about Training and Development practices of Pakiza apparels ltd. In Pakiza Knit Composite ltd three type of training provide every employee. Such as

  1. New employee orientation training (Compulsory)
  2. Personal skills development training (Compulsory)
  3. Fire safety training (Compulsory)
           Other training are not mandatory all employee in Pakiza Knit Composite Ltd  
           1. Maternity awareness training
           2. Quality management training
           3. CTPAT Training
Training Methods of Pakiza Knit Composite ltd 

1.          Technology-based learning
2.	Simulators
3.	On-the-job training
4.	Coaching/mentoring
5.	Instructor-led training
6.	Roleplaying
7.	Films and videos


[bookmark: _Toc78316848]Employee Benefit & Compensation of Pakiza Knit composite Ltd: 

In Pakiza composite ltd employees get huge extra benefit. Some benefit get yearly based and some others benefit get monthly based.  Such as-

1.	Transport benefit
2.	Maternity benefit
3.	Mobile Bill Allowance
4.	Eid Bonus
5.	Attendance bonus (Workers)
6.	Hajj facility
7.	Lunch Facility
8.	Yearly increment

Some compensation are given-

1.	Sick pay
2.	Incentive pay
3.	Health & safety environment
4.	Dining room
5.	Prayer Room
[bookmark: _Toc78316849]
Compliance issues of Pakiza Knit Composite Ltd:
 
What is Compliance? 
Compliance means comply with the law of the land. As regards of Garments industry compliance implies to obey the labor laws, ILO convention, and UNCRC and buyers code of conduct in running the factory.  
Basis of the Compliance   Labor laws & Law of Land  Buyers COC  International Human Rights Convention  ILO Convention, UNCRC, CEDAW, UDHR 
 
Key Compliance Issues: 
 
• Child labor: Factories must comply with all applicable labor law. No person shall be employed at an age younger than the legal minimum age for working in any specific jurisdiction. 
 
• Force labor: Factory shall not use involuntary labor or any kind, including prison labor, debt bondage or forced labor by government. 
 
• Non-discrimination: All conditions of employment must be based on an individual’s ability to do the job, not on the basis of personal characteristics or beliefs, and on the basis of race, color, national origin, gender, sexual orientation, religion, disability and other similar factors. 
 
• Wages & benefits: Factories shall pay wage and overtime premiums in compliance with all applicable laws. Workers shall be paid at least the minimum wage or a wage that meets local industry standards which is greater. The factory provides paid annual leave and holidays as required by law or which meet the local industry standard whichever is greater. 
 
• Working hours: Factories shall set working hours in compliance with all applicable laws. As per labor laws no adult worker shall be required or allowed to work in a factory for more than 48 hours in a week. An adult worker may work for more than 2 hours in a day or 12 hours in a week as over time. 
 
• Health & Safety: Factories shall comply with the all applicable laws and regulations regarding working conditions and shall provide workers with a safe and healthy environment. i.e. necessary Personal Protective Equipment, ventilation, lighting, temperature control, fence, emergency exit doors, sanitation and washing facilities, primary medical support, firefighting equipment etc. 
 
• Product Safety: No defective product to be shift. Product must adhere to all child safety standards. Products Packaging must carry all statutory warnings there should be no machine or component broken left over in the product else it harms the user. 
 
• Human Treatment or Disciplinary Practice: Employer shall treat all workers with respect and dignity. Factories shall not use corporal punishment or any other form of physical or psychological coercion as well as verbal abuse. 
 
• Freedom of Association: Workers are free to join association of their own choosing. Factory shall not interfere with workers who wish to lawfully and peacefully associate, organize or bargain collectively. 
 
• Appointment letter & ID card: Each and every worker should be given with appointment letter and ID card by their employer immediate after appointment. 
 
• Environment: Factories must comply with all applicable environmental laws and regulations. In this regards the factory must have an environmental management system or plan. Factories should have an effort to curtail the harmful effect of its activities on the environment and continually improve its performance.
[bookmark: _Toc78316850] 
Termination Policy of Pakiza Knit Composite Ltd:
Termination of employment in Bangladesh for other reasons generally requires the employer to provide written notice of 120 days for monthly rated workers or 60 days for other workers, or equivalent pay in lieu. The worker is also entitled to 30 days of pay for every year worked























Organizational Background
[bookmark: _Toc78316852]

Origin of Pakiza Knit Composite Ltd.:
Pakiza Knit Composite Ltd, a knit fabric manufacturing giant, was successful in catching the early winds of the favorable enterprise in world-class textiles in Bangladesh. Established in 2014, PKCL is now one of the largest knitting capacities within the country. PKCL never compromises with quality and drives timely production.
The sisters Concerns of Pakiza Knit Composite Ltd. are, 
· Pakiza Cotton Spinning Mills (Pvt.) Ltd

· Pakiza Spinning Mills Ltd.

· Pakiza Dyeing & Printing Industries Ltd.

· Pakiza Textiles Ltd.

· Mom Tex

· Garden Textiles Mills (Pvt.) Ltd.

· Pakiza Garments Ltd.

· Pakiza Woven Fashion Ltd.

· Pakiza Tec novation Ltd.

· Seashell Attire 

[bookmark: _Toc78316853]Vision 
The vision of PKCL is to become a “Standard of Excellence” in product quality, business ethics and work environment. 
[bookmark: _Toc78316854]


Mission
In order to achieve the vision, the mission of PKCL is to create a culture which supports the employees, so that they can provide excellent service to their customers. 
[bookmark: _Toc78316855]Values
Pakiza takes inspiration from Simon Sinek’s quote “Customers will never love a company until the employees love it first”.
[bookmark: _Toc78316856]Code of Conduct
The goal of Pakiza Knit Composite Ltd. is to provide “world class” merchandising, marketing, sourcing, and order management services to the customers. There are some issues that Pakiza really concerned with:
· On time Delivery
· Highest quality Standards 
· Adhere to local & international Standards of ethical Compliance 
· Environmental Control and sustainability 
Pakiza Knit Composite Ltd monitors and believes that the company must operate in full compliance with all the local and national laws. Pakiza strictly follows the following business standards and also requires its business partners to confirm to these standards which are in consistent with the satisfaction of every individual involved in the business.
[bookmark: _Toc78316857]Products of PKCL 
· Men’s Wear: T-shirt, Polo shirt, Tank top, Jackets, Zip through Hoody, Vest, Shorts, Trousers, Sweat Shirts & pants, Pajama Set, Sprots wear, etc. 
· Women’s Wear: T-shirts, Polo shirts, Ladies top, Tank top, Jackets, Zip through Hoody, Vest, Blouses, Shorts, Trousers, Sweat Shirts & Pants, Skirts, Leggings, Ladies long dress, Ladies short dress, Sportswear, etc. 
· Kid’s Wear: T-shirts, Polo Shirt, Baby Rompers, Turtle Neck, Shorts, Pants, Girl’s dress, Sweat Shirts, Baby Bib, Girls Skirts, Jackets, etc. 
· Under Garments: Singlet, Men’s and Women’s undergarments. 

[bookmark: _Toc78316858]PKCL’s Customers
· Kappa
· NKD
· PEACOCK London
· NEWYORKER
· Hermes OTTO International
· OVS
· Freddy
· BUSHMAN
· SERGENT MAJOR
· Bench
· Sieh an!
· LC WAIKIKI
· Tailor & Son
· DANIEL HECHER 
· VESPO
· KARL LAGERFELD
· BASEFIELD
· TOP GUN

[bookmark: _Toc78316859]Facilities
World Class ICT
An ICT operation of Pakiza is maintained by Pakiza Tec novation Limited. PKCL have a fully secured CISCO based data center. They have latest UCS Blade servers, Firewalls, Routers and switches. They are well equipped to protect any kind of data loss, data theft in both logical and physical means. They are also using their own ERP, Self-service portal, Document Management systems, exchange based email service and active directory authentication system.

Medical Center
Health and hygiene issues of the employees’ are given a lot of importance in Pakiza Knit Composite ltd. Registered MBBS doctor and skilled nurses are appointed to provide consultancy to the employees. Medical expenditure is 100% free for their employees who become sick or has an accident during working hours.
Day Care Center
PKCL have a standard day care center. The children are provided with entertainment, meals and medical needs. They have appointed physician and nurse to attendant to the worker’s children, needs of the workers and also provide health care advices when required.
Training & Social Awareness
Pakiza value their workers very highly. PKCL arrange regular seminars and training programs to increase our workers’ awareness of their rights and various safety issues.
Dining
Pakiza have a very well furbished dining hall for the workers and employees. Lunch and evening smacks are arranged for the employees by the company. The dining hall also provides a quiet place where the employees can take a break and relax.
Safety & Health
Pakiza put a lot of effort to ensure a safe working environment for the employees. PKCL is monitored through cc camera and a special firefighting team makes sure that the factory is always well equipped and the workers are well trained to overcome any unwanted fire incidents. The entire factory is well marked for fast evacuations in case of emergencies. There are first aid kits placed all around the factory floor for quick treatments if injuries occur. The security team is very well trained and experienced. The drinking water for the workers is regularly tested and the water filters are regularly checked and changed as required.




[bookmark: _Toc78316860]Departmentalization Chart
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Objectives & Methodology



Objectives  
The main objective of the study is to evaluate the Human Resource Practices of Pakiza Knit Composite Ltd.

Specific objectives of the study
· To evaluate about Recruiting and Selection Methods
· To examine training and Development process of the company
· To analyze employee Benefit & Compensation methods
· To evaluate the compliance issues and termination policies 

Methodology 
The data used in the report are collected from both primary and secondary sources.
Primary sources: 
· Interviews with Employees of HR department of PKCL
· Questionnaires used for Interview
· Written documents provided by the employees

 Secondary Sources:
· Website of PKCL
· Texts
· Articles available online
              





Findings of the Study

During my internship I was assigned in the Human Resource and Administration department of the head office of PKCL, which is situated in Dhanmondi. I was an intern for 3 months under the supervision of MD. Shafiul Alam, the Head of HR & Administration. I got to know about the HR policies of garments industries and how they manage their mass people with various policies, laws, rules and regulation. I was not assigned with any special projects as they preferred to teach me about the basic knowledge that a HR Executive does in an organization.

The overall HR Department helped me through my internship period and they were very friendly and cooperative. I also got to know a lot about garments industry which is connected with both local and international customers and generating revenues for our country. Although suddenly the lockdown happened in our country due to Covid-19 and my internship was stopped for two weeks. But it was very interesting for me because my major is HR and I have done a lot of courses of HR and for the first time I gained the real life experience of working in a corporate office. 

[bookmark: _Toc78316863]Specific Responsibilities as an Intern
As an Intern I was assigned with some specific tasks to do under HR Department of Pakiza Knit Composite Ltd. These are given bellow-
· Learn about the HR practices of Pakiza Knit Composite ltd. 
· Learn about their products and service.
· Observe the work culture of PKCL.
· Learn about the organization, its background, Mission and Vision. For a better result of every work, the employees must keep in mind the Mission and Vision of the company. 
· Assisting my supervisor in his job.
· Keeping Records of existing employee data.
· Any other work assigned by my Supervisor. 
         
[bookmark: _Toc78316864]The Responsibilities of HR Department of PKCL are:

The HR Department of PKCL has to maintain some HR related activities. Every organization has their specific set of activities to done under specific departments. So these are the HR related activities maintained by the HR Department ok PKCL is given bellow:                     
· To recruit worker and the Staff as per MMR
· To prepare, maintain and Update employee personal information.
· To issue appointment letter and ID card within stipulated time
· Ensure bank account for newly joined employees
· Responsible for entry the worker information in biometric software (BGMEA)
· To collect miss punch data within stipulated time
· Leave management of the entire unit
· Responsible for necessary works for monthly salary processing at H/O
· Process unpaid salary
· Orientation program to the new joined employee
· Arrange birthday ceremony
· Prepare final settlement 
· Resignation acceptance and process
· Conduct exit interview
· To issue left worker letter
· Ensure proper house keeping
· Maintain maternity process
· Performing other duties assigned by the authority

[bookmark: _Toc78316865]





Recruitment & Selection 

Mostly PKCL have Bangladeshi employees and some international employees on their top level positions. So PKCL have to adapt some local and international rules and regulation for both the white collar and blue collar employees. 
To choose the White Collar employees, PKCL have their profile in bd.jobs and they publish their job circular there. From the applicants, Head of departments of PKCL and HR Head selects the right person by interviewing the chosen members. The main focus is the attitude, how their contribution will help PKCL, communication skill and English speaking and written skill. Job experience is also important for some specific positions. If they have to select a top level officer the Group of Directors are also present in the interview session.
For example PKCL recently recruited a CEO who is from India and who have a great work experience in renowned textile company in India. On the other hand for choosing their blue collar employees, PKCL publish the advertisement through posters. To select them an interview is conducted by the HR officer and Production Manager. Here the working experiences in other companies are preferred.
For the first time PKCL has experienced online recruitment process due to Covid-19 where a white collar employee has been selected through online interview by Zoom. On the other hand I also noticed that the white collar employees are more concern with their designation & overall benefits and the blue collars, mostly factory workers are concerned with the hourly income. 
In the recruitments process of Blue collar employees is very easy, because they will be trained on their job by their supervisors. Basically they do not have to have any work experience or skills, because they will learn it afterwards. For example: Helper, Cleaner, Dying/Printing workers. But in case of a machine operator, minimum 2 years of experience is very much important. For example Cutting, Swing, Dying machine operators must have to have proper experience in this field.


[bookmark: _Toc78316866]Training & Development

PKCL have some training criteria such as Technology-Based Learning, Simulators, On-the-Job Training, Coaching/Mentoring, Instructor-Led Training, Roleplaying, Films and Videos. When PKCL get e employee who needs training, PKCL make a group of them and train them accordingly. If a group of workers is not experienced for working in other factories, PKCL arrange a training session for up to 1 month and PKCL also give them wages based on piecework pay. By providing training support they try to get the output from the employee as soon as possible.
 PKCL arrange monthly training programs, otherwise their performance won’t increase. To prepare them for optimal level the training is given. The training of the workers is basically buyer’s need, international buyers always monitor our local companies, that they are arranging proper training session for the workers or not.

1. Technology based Learning: In this era of 2021 technology based learning has a huge impact on most of the industries. PKCL is a Knit composite company where all units are combined together. Knit Composite Companies can be both Local or Export oriented, for export oriented company like PKCL, all part will end in a knit factory. Only they have to buy the Yarn from the spinning company, or they can have their own spinning factory like PKCL.

All units are Raw Cotton impost, Yarn Manufacturing, Yarn dying, Knitting, Weaving, fabric dying, Printing, Cutting, Swing, Packing, shipment. For maintaining this long step, technology based learning is very important here because every single part has different machineries, and the workers must have to get proper training of the technologies. 

· Simulator: As Knit Composite Ltd. the company needs many types of machinery and the machineries come from different countries. . If a new machine comes from another country, PKCL bring an expert from that country who can train the local people regarding the operation of the machine.  It is not always possible for the Machine companies to provide an instructor, so some of the companies provide simulator so that our employees can practice with the simulator and finally operate the machine.   

· Films & Videos: In this digital era, the usage of Films and Videos has increased a lot. The company has their personal films and videos, which the company use to show some safety features, rules and regulation that must be maintained by the workers, how to manage the situation in Earthquake, Fire outbreak and Covid-19 situation etc. By showing the prepared videos it is easy to grasp the idea. On the other hand many machine companies provide Films and Videos, that how to operate the machineries.  

· Technological Documents: PKCL provide manuals to the machine operators, so that they can overcome any trouble while using the machine. Some machine companies also provide user manuals. 

· Web Resources: Basically the web resources are collected by PKCL from the machine providers. From their website our team collects the resources about software update, the maintenance of the machineries, if any technical issue happens, then PKCL can go through the web resources as well. 


2. On the Job Training: For the new recruits, on the job training is compulsory for both the White and Blue Collar employees. For example when an executive level employee is recruited, he works under the supervision of an officer or manger. On the other hand if a factory worker is recruited, he or she must have to work under a senior worker. 

3. Coaching/ Mentoring/ Industry Led Training: PKCL also provide coaching or mentoring facilities for the workers who are in need of that, but it very rare in this organization. Basically the on the job trainers and supervisors are like their mentors. 

In case of Industry Led Training both the White and Blue Collar employees are getting the opportunity to work in the field, learning from the team, getting support from coaches and managers. 

4. Role Playing: PKCL give a chance to play a role for the workers who perform better in their workplace. That means when a worker who works under weaving section, if he performs we, he will get a chance to operate the simulator of weaving machine with proper instruction. If he is able to operate the simulator properly then he will have a chance to become a machine operator. But he must perform very well in his particular job. 

HR team and Technical team prepare various training module. After training exams are also held in PKCL, and also keep their record for future purpose. 
During my internship I have the opportunity to work with the team for a week which is responsible for preparing training modules and Standard Operating Procedures (SOP).

[bookmark: _Toc78316867]Evaluation & Promotion 
The HR department has a daily evaluation policy where every workers performance is evaluated on a daily basis. HR department keeps the record of their performance quality, positive and negative issues so that it can be identified easily about who is going to get promoted. Also it helps the organization to maintain the working importance and increases efficiency. This is applicable for the white collar employees. On the other hand blue collar employees get promotion by their working skills and expertise.
As I was an intern so I did not have the access to work on their company’s software, but I got to know that, they keep the records for evaluation purpose in the software. It is applicable for both White and Blue Collar employees.
Some factors under Evaluation & Promotion process:
PKCL has some specific tasks to do under the Evaluation & Promotion process. These steps help the organization to find out the deserving people. During my internship I have experience some of the works from the given points.
· Record Keeping & Tracking
· Keeping daily attendance, timing of office hours
· Sending mail if someone if forgot to bring ID card.
· Entry his or her name in attendance.
· Keeping the Records of employees who have prepared Special Projects. 
Project Head and all the people assigned under the project is evaluated here.
· Keeping the results of after training results of the employees in their personal files. 
· Evaluating every single employee by the board of directors in the year end (White Collar).
Evaluating every single worker by the factory supervisor and submitting it to the factory head in the year end (Blue Collar).
· Solving any kind of complains, also keeping the records in their personal profile.
· Keeping Overtime records (Blue Collar)

PKCL store the information in both Digital and Manual forms. They properly update the digital files and also the manual forms.
For example, if any employee is not maintaining the office hours, they are entering late or leaving the office before the office hour ends, these things are recorded by the HR. So this information will put a negative impact on the yearly evaluation process. Also if complains are submitted for a particular person, the PKCL try to find out why people are complaining about the Employee/Worker. Then they try to solve it, and if there is some major issue s PKCL takes action against that person.
On The other hand, the employees who’s daily records are good, for example who maintain proper office hours, the don’t have any negative records, if no one complain about him/her. Then there is a huge possibility that it will create a positive impact in the year end evaluation. Performances, skills, working abilities are also important here. 
In case of the increment of Blue Collar Employees, PKCL maintains some specific rules and regulation. These are,
· Worker’s job length must be one year.
· After probation period, salary can be reviewed, but that is not increment.
· After 1 year of working experience, increment can be given based  on their improvement (skills, performance)
· The salary should increase minimum 10%. Less than 10% cannot be increased.
· Based on their working skills and performance, more than 10% of salary can be increased.
· Initial pay structure for workers like, Cleaner, Production Helper, Machine Operator, the minimum salary structure is set with a particular amount. Less than the particular amount cannot be given.
If the he minimum Salary range for the Blue Collar employees is 8000tk, then the company must have to increase minimum 10% of the salary which is 800tk. Not less than 800tk can be increased. If the company want then the salary can be increased more than 800 but not less than this. PKCL always try to increase their salary, otherwise the switching rate is higher in this field. Most of the works switching tendency from one company to another is very high. For example: After two years, a helper can become an operator, and an operator can become line chief. 
With the two Eid bonuses, the workers are given production bonuses in PKCL. In production department, a target is given by the authority. If they can reach to 90% of the production target, then they will be given a monthly production bonus. It works like a motivation for the workers because they will produce more and earn more. So both the workers and company in beneficiaries.  
The evaluation process for the white collar employees is depending on his or her performance and good record from the beginning. Every year the board of directors arrange meeting with HR head and all the Head of Departments, then they go through the employee records. After that if any white collar employee deserves he or she will get increment as the board of directors want. 
[bookmark: _Toc78316868]Transfer/Termination & Exit Interview 
If an employee or worker cannot fulfill the HR requirements and also goes against the laws, rules and regulation, then the authority and HR department can take action for the person. It can be Transfer, Demotion or Termination. The exit interview is only taken in case of any white collar employee want to resign from the job. PKCL takes exit interview because it helps to know that why the person is leaving? Is there any problem which affected him mentally or emotionally outside the works? Or how improvements can be done for the current job position he is leaving. Then PKCL give farewell to the retired or terminated employee. 
For the White Collar employee, Transfer, Termination is much tougher than the Blue Collar employees. For the White collars if any person have negative records and if it is something major, then the organization try to find out the validity of the particular reason. If the factor is valid then the authority of PKCL calls a meeting with HR department and makes a decision. It can be Demotion, Transfer or Termination. If the employee has done a major mistake or ethical issues, PKCL have the right to terminate the employee without any notice. 
PKCL offers a probation period to the workers if he or she is going to be terminated. While the probation period is over, the worker is terminated with some facilities. Three months of basic salary is given, which does not include the running month. PKCL can terminate the worker during the probation period as well, but in this case one moth notice must be given. In case of permanent workers, giving a notice that he or she have three month of time to be here in the company. If PKCL do not give the three months’ time to the worker, the next three months’ salary must be given to the worker. 
When an employee resigns, most of the cases exit interviews is not necessary. If the employee has no issues then the company gives him farewell. That means the employee and PKCL is satisfied.
In case of sudden resignation of any employee, PKCL takes an exit interview if required. Then the interviewer tries to find out if there is some problem with the job or not. Then PKCL try to make some improvements. This includes,
· The company calls a meeting with the board and HR Department, HR tries to give some solution to the problem.
· If the solution is acceptable then proper actions are taken. For example, a White Collar employee who is very skilled and works like an asset for PKCL. Any other Company can offer him a job with higher salary and designation. In this case PKCL will try to increase the salary and also PKCL will offer him a promotion. 
· In the next recruitment they try to adjust with the solution.
· If any rules should be changes to solve the particular problem, then they must take the permission from Managing Director. This is how the Transfer, Termination and Exit Interview process is done by PKCL.

[bookmark: _Toc78316869]Problems/Challenges faced in the Workplace 
I am fortunate enough that I have got such a prominent company for my internship. Though I faced some difficulties such as-

· As I was very new in the practical place, it has taken time to assimilate and adjust myself with the work environment.
· Lack of using proper software and maintenances because I did not have the access to work in their company’s software and most of the works are done there.
· I was assigned as an intern in PKCL’s head office so I didn’t have the opportunity to experience the HR policies and practices of the factories in real life. I didn’t have the opportunity to work with mass people. But I got to know some information. 
· During my internship period, suddenly lockdown happened due to Covid-19, so it hampered my workflow.
· I did not have the opportunity to work in the factories, so I think I have missed a huge chance to explore the HR activities of factory. 
As I was assigned as secretory of HR Head, I have notices that PKCL follows the rules and regulation of Bangladesh Gadget properly. PKCL focuses on the employee satisfaction very strongly. Proper Labor Law rules and regulation is maintained here. The employees of HR Departments have a great synchronization with their works, because the factory HR must have to keep in touch with the Head office and they have to transfer the information continuously.  

Working in PKCL is a very great experience for me. I have learnt more that I have expected and I was mentally ready for the challenges that I have faced. I was prepared for the hard work and the pressures. PKCL taught me a lot and I have gained much practical knowledge from this organization.
Recommendations & Conclusion 

[bookmark: _Toc78316871]Recommendations

In an organization, there might be some negative factors too. An organization should explore all possible threats available to it. These negative sides are very harmful for the organization. By making improvements and proper monitoring of the threats, the company will be able to give proper satisfaction to the employees, and will be more competitive in the market. I have found some points where PKCL should improve. 

· Transport service in the head office for the executive level employees. PKCL give personal cars to higher level employees. But there is a huge amount of people working in the executive level. They provide micro buses for some of the areas, but it should be available for all over Dhaka city. If the transportation is easier for the executive level, they can have a better focus in the workplace. 

· As an Intern I did not have the access to the company software. I think PKCL should create a system where the intern will have the chance to learn directly through the company software. The intern can have temporary accounts and after completing the internship his or her account can be dismissed. 

· Sometimes the lack of motivation in employees can create a threat to the organization. I found out that PKCL motivate the Blue Collar employees more than the White Collar employees. As a result the quality and accuracy of deliverable duties may fall and employee turnover may have a negative effect on the overall performance of the organization. 

· The online working process must be monitored by the higher level managers. Because I had some problem during work from home, maybe not everyone is serious about the work from home, time management troubles, etc. In this Covid-19 situation PKCL might face another work from home situation. So they must be able to manage the online working environment a little more strict and cooperative. 

· They did not take any exit interview of mine as an Intern. If they have took an interview then I will be able to share the problems I have found during my internship. 

· In PKCL if an Intern wants to apply for the executive level, he or she have to prepare for the exam in next Job Opening session. PKCL do not directly offer job to the Intern. I think PKCL should prepare an Intern who will be compatible enough for the executive level. Their 3 months of investment for an Intern will be justified and the Intern will also be helpful by getting a job. 


[bookmark: _Toc78316872]



















Conclusion
To conclude this report, I would like to mention the support I gained by the dedicated executives, and staffs to whom I learn so many things which are going to be assets of my future career. I can say I really enjoyed my internship period at PKCL from the very first day. I tried the best to make my report successful. It had been a great pleasure working in PKCL. Throughout my student life I only had the bookish knowledge but after doing my internship here I got the taste of reality. To handle the overall company duties and to solve the problems are very difficult. I have learned to have patience and to solve real problems from reality. Working here helped me a lot to grow and gave me the chance to look at the corporate world. 

During my internship period, I found out the work environment is very satisfactory. Everyone is cordial, helpful and cooperative enough. I also noticed that there is less internal conflict or politics which is a very positive aspect for a better working environment. 
 
The experience or real life work is very different. After my university life this is my first work experience and I got to know so many things from this organization. First of all I got to know about the HR related activities done in the organization. From that I was assigned with some of the works. The other works that cannot be done by me, I also got some idea about those as well. 

Now I have the idea of Recruitments and Selection process of PKCL, how the company selects the most deserving person for a designation. Training and Development process, this process is very interesting to learn about because many technologies are used here. PKCL offers such good quality training to their employees which develop them very well. After that I got to know about the Evaluation and Promotion process. I think PKCL is willing to give promotion to their compatible employees because the employees are assets to PKCL. Finally, I also learn about the process of Transfer/Termination of PKCL.

Even in Covid-19 situation PKCL is very professional to handle the situations of the company, every employees and workers are well managed by the authority. As an intern they also helped me to work online very comfortably and helped a lot for the betterment of my learning process. The goal of every company should be to improve the desire of employees to stay in the relationship they have with the company. I can say with confident that PKCL will continue to grow and climb the ladder to greater success of the textile industry of Bangladesh.
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