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Executive summary 
 
[bookmark: _GoBack]In general, this report is based on my 3 months long internship experience at Elitbuzz technologies Limited. This internship experience gave me the opportunity to understand about the real-world operations of an Information Technology related firm. Elitbuzz Technologies Ltd is a Dubai-based firm that offers top software services for almost all of business websites, SMS, as well as online marketing firms. Apart from this, we are a member of the "ELITSER Group," which has locations in the United States of America, Vietnam, Philippines, Singapore, Indonesia, as well as India. 
The finding of this study is focusing on Elitbuzz Technology Ltd's recruitment as well as selection procedure. Moreover, the goal of this research is to gain a better understanding of how the recruitment and selection process is established. Above and beyond, after learning about Elitbuzz Technology Limited's process of recruitment and selection, a number of recommendations surfaced.  The report also includes conclusions and recommendations that, if implemented, would enhance the firm's performance.
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                    Chapter 1: Introduction
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The primary goal of recruitment is to create a large enough pool of applicants wherein the most qualified candidates can be chosen. Similarly, effective recruiting is critical because a sufficient number of qualified applicants are required to ensure that selection can be completed properly.
The purpose of this research is to known about Elitbuzz Technology ltd's recruitment and selection process. At the very same time, this report must be submitted for accomplishment of the internship program, which is a required for my BBA program.
According to Human Resource Management, it is a component of an organization that is considered in relation to the "individuals" dimension. Similarly, HRM can be regarded from two perspectives. One of its functions is to assist staff members, or those directly involved in the production of the institution's goods and services, with HRM issues. In addition, every manager's job includes HRM. Whether or not one works in a "professional" HRM department, the truth remains that managing people efficiently necessitates the involvement of all supervisors. 
Undoubtedly, Human Resource Planning aids in determining the quantity and type of personnel required to achieve a company's objectives. Also, Human Resources planning precedes recruitment, which is followed by the selection process, which determines the fitness of potential people for the position.  Moreover, the next stage is to determine the appropriate number of persons to fill the positions.
Particularly, the practice of recruiting as well as locating suitable individuals for job is known as recruiting. 
Generally, recruiting is the method of identifying, evaluating, as well as choosing qualified candidates for a job at a company or organization. Marketers are the ones who are doing it. A recruitment company or perhaps a support worker at an expertise in addition to excellence for employees, but from the other hand, might be doing it. Also, analyze the job a job analysis, which documents the genuine as well as expected requirements of the tasks to be undertaken, is the correct start to a recruitment attempt. This information is represented in a position description, which informs the opportunity about the search's limitations as well as goals.
According to Job descriptions, it defines a set of duties completed by employees in the past. By and large, job descriptions must be evaluated or changed prior to recruiting in order to match today's requirements. Uncertainty a corporation starts with a thorough job analysis as well as description, the recruitment drive will be on the right pathway.
Apart from this, when it comes to adding human resource management, selection is very important. Most importantly, a business will never flourish without a good but also imaginative selection procedure, particularly in today's saturated market environment. Characteristically, subsequently a fruitful employing, the potential staff would be trained to best match the part as well as the company.


























    


        





Chapter 2: Objectives of the report














 
 





The report's main goal is to meet the requirements of my BBA program. In my real-life experience, I have collected those information during my internship period before  starting a professional job.
There were some other objectives which are given below:
· To understand how the Human Resources mechanism operates in any organization.
· To examine the company's original recruitment as well as selection procedure.
· To gain a better understanding of the company's recruitment in addition to selection procedures.
· To understand why an organization's recruitment and selection process takes place.
· To comprehend the overall process of how Human Resources functions, which includes recruitment, leave, in addition to payroll, as well as to identify gaps between the real as well as present recruitment and selection processes.
· To learning the fundamentals of human resource processes in addition acquiring real-world experience during my internship.





















Chapter 3: Methodology of the study
































The report is focused on my prior work experience at Elitbuz. I used internal  and external sources to compile this study.  

3.1. Types of data
   Primary sources:
· Diverse people 
· My group associates at work place 
· My supervisor
  Secondary Sources:
· I gathered information from websites, and indeed the formats of several reports inspired me to construct my research.

3.2. Data collection process 
I have collected the data during working hours and moreover I have continuously asked my team members in depth questions so that I do not provide any kind of vague or manipulative information. Besides I have taken lots of recruitment and selection related information from the HR manager of Elitbuz Tecnology Limited Mr. Moazzem hossain; because I have coordinated most recruitment and selection process along with him . My data comes from mostly interview and observation.

3.3. Scope 
While performing as an HR Intern at Elitbuzz Technology Limited I came to learn about so many things which I have never analyzed during my study. The experience and learning I am gaining its immeasurable. These experiences are above text book. I understood the process is not easy. However, I am learning how to deal with various situations. In some cases, the situations I come to know which I have never thought so critically. The learning I am achieving from my team is very much helpfull. Not only situational learning I have also enriched my Microsoft Excel knowledge throughout my internship program.
Top of Form

Bottom of Form

 3.4 Limitations 
· Because I was not allowed to attend any internal HR meetings as an intern, I was unable to have a thorough understanding of the organization's Human Resources. They classified me as a contractual as well as temporary employee because I was an intern.
· Due to a time restriction, the scope of this study has been constrained.
· Human Resources documents are highly secret in any company.
· Insufficient experience with human resource planning and management.



 

 

















Chapter 4: Organizational background and Industry      perspective






 













4.1. Historical Background of Elitbuz Technology Ltd: 

First of all, Elitbuzz Technologies Ltd is a UAE founded firm that offers top software and services for all of company websites, Text messaging, as well as internet marketing requirements. Elitbuzz Technologies Ltd is a UAE’s Dubai oriented digital firm that offers a one-stop shop for all of your web site, SMS, as well as online marketing needs. Similarly, it is known as a member of the "ELITSER Group," which has locations in the United States of America, Vietnam, the Philippines, Singapore, Indonesia, as well as India.
Elitbuzz Technologies Ltd is a subsidiary of the ELISTER Group, a business based in the United Arab Emirates that is the exclusive Bangladeshi distributor of Manage Engine Products. For your convenience, here is a connection: Elitbuzz Technologies is a one-stop shop for SMS management, Technology development, including internet advertising. We are a member of the "ELITSER Group," which has locations across the United States, Vietnam, the Philippines, Singapore, Indonesia, as well as India.

Apart from this, we form strong bonds with business clients in order to find the best answer for them and assist them in accomplishing their marketing objectives. Above and beyond, Clients trust as well as value Elitbuzz because of its high-quality services and consistent outcomes. We can assist you in taking a fresh look at market segments, developing strategies, and marketing both online and offline (SMS Marketing). Online and Telecom Solutions are the two main services we provide. We've designed, combined, as well as delivered systems to clients all over the world, including significant Middle Eastern conglomerates; our achievements are built on four organizational strengths.
· A trust-based relationship
· Fidelity to delivering on promises
· Competence in a certain industry
· Individuals, Systems, Institutions, as well as Innovations are all linked together.
· We pay attention, think, and act. Results have been obtained.

Website 
http://www.elitbuzz-bd.com 
Industry 
Information Technology and Services
Company size 
Professionals range from 11 to 50, with 30 using LinkedIn. In addition, Individuals having Elitbuzz Technologies Ltd as their present workplace, excluding part-time positions. 
Headquarters 
Dhaka,Gulsan
 
Type 
Privately Held 

Specialties 
Manage Engine, Bulk SMS, Google Adwords, Corporate SMS, ActiveDirectory, Exchange and Office 365, Desktop and mobile device management, Application performance management, IT safe keeping super vision explanations, Forward-looking analytics on behalf of IT, Cloud-based IT management solutions, 360° support for enterprise mobility, and Zoho Projects. 
Our Vision 
“To become a well-known provider of IT solutions and services to the global trade community” 
Our Mission 
Our mission is to become a top IT firm that provides having to expurgated explanations to customers by combining technology, pragmatism, in addition to gorgeousness.
Our Partners 
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By and large, we are advanced partner for Zoho, Estisalt. Above and beyond, our programs are offered on a platform that is backed by some of the most well-known technology companies in the world. We are continuing to form new collaborations and strengthen current connections with industry leaders. We provide unified multi-vendor helped companies by even the most sophisticated channels of support to our customers. In addition, many Telecommunications Company are also our partner. Customers rely on ELITBUZZ for high-quality services and dependable outcomes. Above and beyond, we know how to assist you in taking a fresh look on market segments, formulate plans, as well as marketing online as well as offline such as SMS Marketing. Online and telecommunication services are the two main services we provide.
 
Our service: 
 
IT Asset Management Services for your Business 
Today To get the most value and usage out of their IT assets, businesses need a complete and reliable view of their IT equipment, systems, and procedures. IT Asset Management (ITAM) is a critical component of IT Service Management (ITSM), yet it is frequently overlooked in current ITSM implementation or projects.Institutions are primarily focused on improving Appropriate basis processes to improve service levels and manage risk in order to deliver value to the business, properly managing costs to do more with less as well as prevent unnecessary expenditures, as well as controlling changes and The it resource widening associated with evolving business initiatives or rather technology. Controlling the infrastructure to accommodate the delivery of IT services to the business requires a thorough IT Asset Management program. ITAM is a critical component of an organization's IT infrastructure since it allows for automated asset monitoring, control, and financial management of the assets (devices in addition to applications) that make up the IT architecture.

Our Offering 
Elitbuzz offers IT Financial Advisory Services to assist judgment in obtaining a comprehensive and accurate image of their IT equipment, systems, and procedures in order to maximize the value and utilization of their IT resources. Elitbuzz Asset Management creates a streamlined, cost-effective, and automated procedure for procuring, financing, transferring, and returning IT computer and services licenses. Moreover our IT Asset Management system gives you access to a wealth of data, allowing you to manage in addition to organize your IT assets more effectively.
 
 
Helpdesk software for your business: 
Based on the ITIL architecture, Service Desk Plus is a contact center software that also includes integrated asset as well as project management. Furthermore, it is indeed accessible in 29 languages and is utilized to handle IT service desks as well as assets by much more than 100,000 firms in 186 nations.
1.Asset Discovery 
With the quick auto discovery methods available in-Service Desk Plus, you can discover every item in your network. You can find all of your IT assets, including Microsoft, Linux, Mac, AIX, Solaris, Printing presses, Networking equipment, as well as Switch.


2.Agent Scanning 
You can now access every computer on the wireless server, regardless of its location, using the new advisor scanning feature. Additionally, the operator can also assist with establishing a remote access and gaining control of the display in a matter of a few seconds.
3.Remote Control 
With simply a web browser and the remote-control capability inside Exchange server Plus, professionals may now manage every machine wherever in your system swiftly as well as safely.
4.Automated Password Reset 
“Update as well as forget password” is one of the most frequently requested tickets at an IT help desk, and it consumes the majority of your time on a daily basis. By linking the booking system with the Active Directory, we were able to speed up this step by immediately changing the password.
5.Contract Management 
Maintain contracts with various suppliers in a streamlined manner as well as stay on top of expiration dates with automated renew SMS alerts.
6.Multi-Site Support
 Create unique setups for each site based on their specific working procedures. Moreover, with a single helpdesk platform, you could handle many locations but also gain transparency and control across your company's Technology demands. 
7.Software Asset Management 
Scanning your networks will autodetect all of the software accessible in your company, according to how many software installs are accessible in your networks and also how to handle those.
8.Purchase Order Management 
With a systematic authorization as well as distribution procedure, you can manage your acquisitions from the time the PO is created until the asset expires. Determine where you can save costs by eliminating redundancy.
9.System Tools System 
Tools may be simply connected with ServiceDesk Plus to improve system troubleshooting and management. In addition, now your IT admins can easily monitor, analyze and manage any number of systems and also perform planned maintenance actions from a central location with features such as Advanced Remote Control, Chat, Asset Scan, System Manager, Wake-on-Lan etc.
 10.AD & LDAP Addition
With something like a convenient and straightforward interface, Service Desk Plus allows to add users but instead their credentials from Active Directory as well as LDAP. Also it supports identity management as well as strong authentication while requiring significant modifications to the AD but rather LDAP configuration. 
Mobile Device Management made Easy! 
Control the Device of Mobile Device Manager Plus enables organizations to undertake mobile device managing (MDM) duties, such as configuring and securing mobile devices, from a single location.
· Mobile Device Management 360 is a mobile device control (MDM) software that can manage all of your mobile devices.

· Application Management Manages in rather than commercial mobile apps from start to finish.

· Safety and Security Management Comprehensive device as well as security protocols.

· Please bring your own devices. Enables MDM activities for worker handsets.

 























Chapter 5: Finding of the study













My job part:
I got the opportunity to work for Elitbuzz Technology Limited for three months; this is part of my BBA course. Since my major is human resources management, I am doing an internship at Elitbuzz Technology ltd. I learned various human resource practices. I have encountered different tasks performed by the human resources department. I was assigned the following jobs during my internship. Those are collecting biological data, examining biological data, setting interview and training dates, convening interviews and training, summarizing and suggesting candidates, managing field visits, and assisting in training.  
1.Collecting Bio data:
Qualifications are generally gathered online for various departments’ recruiting, although applicants’ also can drop their CVs in the CV box. Data are gathered for additional positions via the bd.jobs website and thus the Work experience box. Because I operated primarily in the IT department, it must have been my responsibility to phone the marketplaces and request that they provide Curriculum vitae to the Human Resource Manager. Additionally, request that the Office Assistant retrieve the CVs from either the Job application boxes.
2. Screening Bio data: 
We got countless CVs because Elitbuzz was hiring a large population of persons.Demographics, profession, geography, and skill were just a few of the factors to consider when screening the CVs. To apply for a job, for instance, an applicant must be at least 28 years of age. The applicant sought for a Sales Representative post, which was less impressive nevertheless matched the academic qualifications, which was set away or utilized for labeling staff. Coding skill and expertise are valued in the IT industry. Applicants must have graduated from a reputable university with a required Scores of 3.0 or higher to be considered for the management level.
3.Setting Interview & training date: 
After Screening the CVs and classified them into different categories, then we arranged a Written test. I was also supposed to schedule the interviews for the individuals who passed the written test. To do so, I had to talk to the Training department about the training batches, figure out where the open slots were, and confirm the interview and training batch for the IT worker. 
4.Calling for Interview and Training: It must have been my task to call the applicants for interviews, advise them about the written test, and mail them the date, time, as well as place after reviewing the Curriculum vitae as well as separating them depending on experience. I would just have to phone the chosen candidates for an interview after the written test to let them know the date, time, and location. Creating a candidate description but instead presentation I needed to prepare a summary of the prospects before to the discussion, which included detailed information on their education level, employment experience, and other relevant factors. Afterwards I had to provide the investigators the summary page so they could have a sense of the applicants before they came in for the discussion.  

Human Resource Planning in Elitbuzz technology Limited:
 All of top management responsibilities revolve on the subject of planning. It should serve as the foundation for the next three categories. In addition, Organization must examine where the firm's human resource is now and where it wants to be in the near as part of the planning process. Following that, a strategy for achieving the company's aims and objectives is devised and implemented. Employment planning is something that every company does. Elitbuzz also has a job planning system in place. Additionally, they frequently forecast their people requirements based on their mission, goals and objectives, as well as technical along with other improvements that boost efficiency. Correspondingly, since there are numerous approaches for predicting staffing needs, managers' opinion is preferred since it provides a more realistic picture of personnel requirements. Likewise, they believe that other methodologies are incapable of capturing the true state of personnel requirements. These really are primarily graphical methods that are incapable of determining actual employee requirements. On the other hand, the strategy used by managers is affected by changes in production, competitive pressures, and other factors. 

Recruitment and Selection process in Elitbuzz Technology limited: 
 Elitbuzz seems to be continuously on the lookout for talented individuals who desire the freedom and resources to advance in their careers. It therefore provides location where you can continue to excel unless you're the type of person who has always stood out. Whatever field or set of interests you have, there are sure to be openings wherein your skills can be put to use. Huge numbers of people from many ethnic and cultural backgrounds operate in Elitbuzz Technology Limited, performing a range of professions in various disciplines. In addition, the following are some requirements for Elitbuzz Technology Limited's recruitment and selection procedure.
· Selection would be based only on excellence or merit.
· Disposition would be given the same weight as functional abilities.
· Interviews with a panel of functional and HR heads.
· Universities, consultancies, worker recommendations, internal job advertisements, and the internet are all good places to look for a job.
· Written tests are required for Officer Cadre, GET, and MT positions.
· We use antecedents checking as part of our hiring.
· All occupations require a high level of physical fitness.
· We are an equal opportunities employer who does not prejudice based on race, ethnicity, faith, as well as gender.

 Recruitment process: 
In most cases, the HR department is in charge of recruitment. This department is responsible for locating and attracting qualified candidates. The information needed to begin the recruitment process is provided by the job description and specification. The following are the functions of Elitbuzz's recruitment office:
· Assessing the need for the role 
· Defining the job description
· Examining the many recruiting alternatives
· Commercial for promotion 
· Application screening and short-listing
· Written exam
· Three-tiered selection interview
· Selection of a job (Application Bank)
· Pre-employment medical examination
· Letter of acceptance
· Training or Orientation
· Engagement
· Make a follow-up

 Source of Recruitment: 
Elitbuzz Technology Limited recruits in three ways, depending just on vacant position's employment category. As a result, the group's recruitment process is divided into three categories, each of which is dependent on the job grade/group. The following are some of them:
1. Management at the entry level
2. Management at the mid-level and/or senior-level
3. Non-management staff vs. graded staff

If the recruitment sources match the sort of post to be filled, recruitment is more likely to succeed. When it comes to filling specific sorts of jobs, some recruiting sources are more productive than others. The sources can be classified into two categories. The following are some of them:
Internal sources: Numerous major firms would try to train their own workers for positions above the entry level. The following are so many internal recruitments:
  a) Job posting: 
An excellent internal recruiting strategy is to post notices of job openings on business bulletin boards. It educates employees about job openings and required criteria, as well as inviting qualified candidates to apply.
  b) Departing employees: 
Employees are individuals that quit the company for a variety of reasons, including inability to perform a conventional forty-hour weekend, care for children, study, as well as others.

External sources: 
It is normal for organizations to open up their recruitment numbers to the outside community in addition to obtaining for individuals internally. Generally, the subsequent are the results of these determinations:
a) Advertisement: When a company wants to alert the people that it has a job opening, one of the most common approaches is to employ a commercial. The job description, benefits, and even how to apply are all included in the wanted ad.
b) Employee: recommendations/referrals: A current employee's recommendations. If he believes the employee is capable of performing well, he will recommend them. Employee recommendations may also have gotten more correct info regarding their future careers.
c) Temporary Assistance Service: These kinds of companies can provide staff when they are needed on a short-term basis. Temporary workers are especially useful for addressing brief HRM changes.
d) Schools, Institutions, and Universities: Educational institutions are a wonderful potential source employee, whether the position requires a high school education, occupational training, or a college experience with a Bachelor's, Master’s, even doctor of philosophy.
e) Professional organizations: Labor groups, for example, run placing services to their membership' advantage. Applied research, psychotherapy, accountancy, law, and academia are among the professions represented in trade associations. 

Merits and Demerits of Recruiting Internally As Well As Externally: 
Internal recruitment: 
There are numerous advantages to recruiting from within the existing workforce. Observing your staff members at work on a daily basis will allow you to accurately assess their strengths and weaknesses and select the best candidate for the job. Workers will feel significant and highly valued if the company hires from inside because it looks that the company promptly turns to them when a position is available. Their productivity level as well as competence should improve as well, as they will learn that if they are hardworking and good at their occupations, more job chances will open up for them. Each and every approach, nevertheless, does have its own axis.

A) Merits 
Worker productivity rises as a result. The individual is in a stronger place to assess individuals who are actually employed than outside environment. In addition, this encourages employee loyalty by providing them with a feeling of job stability and growth possibilities. Some folks have been tested and thus can be trusted.
B) Demerits 
It usually causes inbreeding and prevents new blood from entering the tissues. Internal resources may be "exhausted", and it is difficult to find the necessary employees in the organization. There is no innovation and no new way of thinking. Therefore, in the new investment, this is very important for the growth of the organization. Promotion is usually based on seniority, so the danger is that there is no choice of truly capable people. 

2. External Recruiting:
 Whenever a firm is expanding rapidly and is focused on obtaining high growth and market share, as well as a high level of product overall customer satisfaction, external hiring is unavoidable. Outside recruitment is the method of bringing in people from somewhere outside your firm to work for you. This should assist the firm in making the most of other outside resources, such as campus recruits, which are an efficient technique of recruiting when a firm wants new brains that are more creative and motivated to complete a few work. Similarly third-party recruiting as well as recruiting process outsource RPO is a more viable alternative if a firm wishes to focus exclusively on its core operations and relieve the load of the work of recruiting. If they're in the similar profession, skilled and though jobless people can be hired into the firm, potentially lowering training costs. Individuals who are retiring or have a great deal of experience can make more money by applying what they've learned in previous jobs to new settings. 
a) Merits 
Emerging markets to the working population, in other words, young, mainly experienced prospective candidates who are graduate but rather postgraduates, might be hired based on the corporate success. Recruiter yields the best pick from a broad pool of candidates, and it is cost-effective in the long term as potential workers do not require further training. Above and beyond, Recruitment may be completed in a multiplicity of techniques. Surplus submissions for the present demand might be used for upcoming opportunities.

Job-posting programs: When corporate employment opportunities are promoted to workers through job placement initiatives, which notify employees about the opportunity as well as needed requirements and urge qualified applicants to work, the HR department becomes engaged. Typically, announcements are put on business bulletin boards or published in the company newspaper. Qualifications and perhaps other facts are frequently derived from job analysis data. The purpose of the job advertising is to encourage candidates to undergo for promotions and transfers, which will assist the HR department in filling internal openings and meeting the personal goals of employees. Not every job opportunity is advertised. Senior executives as well as top staff roles, in addition to entry-level employment, may be available. 

Selection Process in Elitbuzz Technology Ltd:

Elitbuzz's selection procedure involves employing numerous tools and approaches to find the best applicants for the position. “Selection is the process by which an organization picks the candidates who best fit the criteria for the offered position,” says R.M. Hodgetts. As a result, people might infer that this is the process by which job hopefuls are separated into different groups: those who will be given opportunities or those who will not. In addition, Selections Only after final interviewing process, the finest applicant is chosen, and one of the most essential aspects of the process would be that the employee's wage expectations must be met by the business. Most of the time, the person is the one who negotiates. When all of these variables line up, the individual is chosen. Letter of acceptance following approval from the chief executive, the offer letter is emailed with the start date and the appropriate paperwork to be purchased on the day of beginning. Furthermore, the statement application is mailed with the invitation letter, and it has been required to be submitted with the offer letter as well as conditions of the contract. Throughout this time, the references are checked. In addition, new workers are given a joining packet to fill out on the day of their first day on the job. Following the completion of the joining procedures, the employee is given an authorization letter. A collection of the documents that come with a registering package. 
· Particular Evidence Form
· Bank Information Form
· Insurance Form
· Joining Letter
· Confirmation Form
· Possessions Getting Form
· Code of Conduct
· Declaration Form

1. Screening and Short-listing Applications 
The replies to the advertising are sorted and vetted in Elitbuzzz. Both the CVs and the cover letters are evaluated. Additionally, the quality of the letter, whether it is specifically tailored to the advertisement or just a standard reply, is deemed in the covering letter. The style and vocabulary of writing, the emphasis placed on the areas requested for the advertisements, and the quality of the letter, whether it is specifically tailored to the commercial or just an usual answer are the aspects that are judged. The selection criteria specified in the primary specification are given different weights based on their relative relevance. For example, educational institutions like as IBA and BUET give the most weight to local institutions, although international universities from the United Kingdom, Australia, and other countries are treated equally. The accumulated scores for all applications are calculated and a short list of a large number of the best candidates is created based on the existence of these variables to the desired extent, such as experiences, educational degrees, computer knowledge, and so on. Employees require, on the other hand, go over the curriculum vitae with the relevant line manager to see if there are any important determining factors that aren't stated in the curriculum vitae. The individuals on the shortlist are then invited to take the written exam. 
2. Written Test 
Written tests are a standard element of the recruitment process. It is held in order to fill as many vacancies as possible. The written exam before the interview process, according to STL's senior management, has proven to be a successful and valuable instrument in identifying potential applicants. This textual test was done in perspective of needed field knowledge. According to their success in the written test, applicants are invited to the preliminary (first) assessment.

3.Selection Interview 
There are three stages to the interview process. The "Elimination technique" is used to conduct a preliminary interview. Following that, a second interview is held with a select group of candidates. Moreover, the chosen candidate is then brought in for a third selection. The candidate's interviewing time is maintained flexible, particularly whether he or she had been engaged somewhere else at the beginning of the interview. Even before meeting, the selected candidates must complete an employment required information. 

4. Reference Check 
Reference checks enable for the gathering information but instead views on a person's character, work quality, and fitness for a job. It's a chance to double-check facts from the candidate's résumé and question and answer session. Potential hires should be checked by speaking with the candidate's boss or others with whom they have worked. The judgment between one and two hours of questioning is generally more accurate than the opinion of something like a referee who has worked with the candidate for a long time. It is important to contact the candidate's direct superiors. Approval must be sought before contacting a candidate's referee, particularly if their present employer is contacted. It is not really uncommon for an applicant to be apprehensive about the organization communicating with their present employer. If they are uneasy, the candidate's work colleague, for example, must choose someone other than the present employer. Only contact job-related referees unless the individual is a recent graduate or school dropout with no prior work experience. Or in the very least, two references should be checked, but the more the better. There seems to be a term referring guide that is rarely used. It is critical to create a references check list. The current employer but rather HR department staff are responsible for conducting reference checks. Even during interviewing, the applicants would also have provided examples of occurrences, activities, or projects about which questions might be asked. The referee should always be questioned what the candidate did in each of the cases to see if the person's information matches the referees. Although subjective comments may not always be an accurate guide, they can be valuable in eliciting the referee's opinion on issues such as work terms of quantity and quality, strengths and shortcomings, so on and so forth. 
5. Employment Decision 
Unless the applicant has no objections to the job's specified terms and circumstances, as well as the organization described in the exit interview, he or she should be given an application unfilled. The form control sample is a pre - employment tests format that contains all of the data that the company requires about its employees. The above form must be filled up by the candidate and then sent to firm with something like a Curriculum vitae. 
6. Pre-employment Medical Check-up 
Following the receipt of application as well as Curriculum vitae, the successful candidate must undergo a complete medical examination to ensure that she or he is physically fit to do the work satisfactorily. The medical is conducted by a medical professional who utilizes a physical capacity survey to evaluate the candidate against the physical capabilities listed for each position. Prospective applicants who are seeking for roles that demand various physical skills should also get a healthcare. 
7. Joining of the Candidate: By finishing every one of the aforementioned steps, the chosen applicant must present all of their academic in addition to professional certifications, as well as their former employment separation certification applications as well as other pertinent papers, besides meet the criteria listed below. 
 
8. Offering the Role:  Following the health screening, the applicant is handed a letter of offer including the pay package, employment responsibilities, and organization-provided utilities. Each candidate of choice has the option to decline the employment offer even at this point. Above and beyond, he or she is always welcome to talk about any issues that may emerge, such as salary structure, amenities, and so on. HR has an inclusive approach about any and all pertinent discussions. 
 
Verbal offer: After the medical but rather reference checks have indeed been successfully completed, the participant was given an invitation of the position. The following topics should be discussed:
· Inform the candidate that you are interested in hiring them for the position.
· Congratulate them on their accomplishments.
· Inform them of the salary package on offer, including superannuation.
· Check with them to see whether they are satisfied.
· Inquire as to whether they have verbally accepted the employment.
· Inform them that a formal letter of offer and an introduction package will be sent to them. 
 Written letter of offer: Most importantly, a formal offer document (letter offer) must be sent to the candidate. The proper letter of offer is produced once the applicant has orally accepted the post. Generally, within 2 days following making the official offer, send this letter to the applicant. Including the letter of offer, the selected candidate will receive an introduction package. An appointment notice will be posted on notice boards and perhaps the World Wide Web at least one week before the person starts their new career. 
 
Analysis Elitbuzz Technology Ltd
For recruiting, they mostly rely on internal and external sources. As part of the internal procedure, the company discloses job openings and informs all present workers. In order for interested applicants to apply, the nature of the post and the qualifications required for the job are specified in the announcement. In some situations, Elitbuzz technologies ltd hires the employee's family as well as dependents for Curriculum vitae. They mostly hired people based on their abilities, academic ability, and job experience. Externally, the company advertises, seeks assistance from recruitment companies (just for the technology department), conducts campus recruiting, arranges internships for students, and hires employees through personal contacts or employee leasing. Elitbuzz technology Ltd. has a standardized and regulated hiring procedure. The selecting board, which is authorized by the company, carefully adheres to this. They begin by screening Curriculum vitae. This procedure is carried out using some specific criteria that are required by the firm. After that, there is an initial interview. Afterwards when, only the most qualified applicants are asked to take a practical examination. Some who succeed the written exam will be invited to the final interview. Employees are hired based on their job descriptions when the recruiting and selection procedure is completed. The company fills the vacancy by elevating current workers. However, it frequently recruits from outside sources. Interns are hired based on how well they perform. While manual employees hire out is a possibility.














          Chapter 6: Recommendation &
Conclusion








Recommendation  
1. The Human Resources Department should take the issue of wasting additional time in the process of phoning candidates after they have submitted their replies extremely seriously. The company might limit the number of candidates by making clearer and more precise statements in the advertisement about the minimum professional degree, preferred schools, and other essential criteria for initial application screening. Additionally, The HR department should disclose the compensation structure in the job announcement, especially for bottom-line workers.
2. The company might attend job fairs as part of its recruitment efforts. As a result of something like the exposure provided at job fairs, a significant number of applications are abandoned in firms. During active collaboration in networking events, the company may enhance its image as prospective recruitment.
3. The firm can recruit from campus recruiting, which may result in a large number of highly educated completely new at the entrance. The company can host lectures at prestigious institutions.
4. The corporation should make available an online CV-posting system, which is a widely utilized and successful technique among top commercial firms.
5. When interviewing non-management candidates, such as Sales Representatives, the interviewing board should use the same standards. In addition, a few really boards did not have the same entry requirements as others, which I noticed. On the one hand, one board was quite difficult to pass, another was rather simple.

 Conclusion 
To sum up, every business must deal with the issue of recruitment. Recruitment and selection enable a company to analyze a vacancy and pick the best candidates to lead it in the future. As a result, the company should place a greater emphasis on personnel selection. A thing that will help the organization move forward in terms of progress, ideals, including morals. Experience and understanding efficient workers are the most valuable resource for any business. To assure quality and integrity, companies should be extra vigilant about this problem. We can readily deduce from the preceding discussion that Elitbuzz technologies ltd is one of Bangladesh's entrepreneurial ventures. In addition, Company attempts to provide services to the entire Bangladesh through its network. Elitbuzz technology ltd offers a wide range of goods and services. At the present, the firm is on the upswing. On the other hand, the business's strategy that makes itself Bangladesh's "number one" IT Company. As a result, we can readily determine that Elitbuzz's human resource practice, recruiting and selection procedure, employee engagement, as well as relations are all well-developed yet successful. As nothing more than a global corporation, they would examine the recruitment as well as selection process processes of other transnational companies both at home and abroad in order to improve the process. That way, the firm will be able to make the best hiring decisions possible, resulting in more efficient employees and increased production in addition to income. 
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