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Executive Summary

Since it forms part of the BBA Program’s educational requirements, I have been assigned to complete the internship report on "recruitment and selection process of WALTON GROUP," in accordance with a guideline.
Recruitment and selection process is a compulsory human resources section, which is why I decide to clarify this issue. This report has been divided into several sub-segments. As an intern, I tried my best to complete the recruitment and selection process in a company like the WALTON Group in my little three month tenure.
I began the report to know the purpose, scope and limitations of the "WALTON Group." The report then passes with the "WALTON GROUP" Particular statement. It begins its journey as a trading company in 1977. The WALTON GROUP is a pioneering industry. Discuss the mission, vision, and purpose of WALTON here as well. The report then continues the human resources management literature review. Then it goes through the part of the job that has been assigned to me. 
After completing all the formalities, I focus my main report on "WALTON GROUP's recruitment and selection process." The first part is the requisition of manpower and each department follows the rules to HR Department according to their HR planning. After receiving the company's MD approval, advertising is advertised internally within the organization or in external media such as BdJobs.com and WALTON GROUP's career website. After that, they follow the recruitment procedure rules and regulations to select candidates by arranging a written examination, taking one or more interviews, and finally the candidate's mental ability and presentation skill. After finishing all the selection procedure, the best candidate is added to the WALTON GROUP. After that, I found out some findings and gave some recommendations for the WALTON GROUP. After all the discussion, I found that the recruitment and selection procedure for the WALTON GROUP was fair, ethical and effective for the organization according to my observation.
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Introduction

Human Resource Management (HRM or HR) is the strategic way of approaching an institutions people properly to help the business gain a competitive advantage. It is designed to maximize employee performance to reflect a bidder's goals and goals. HR mainly focuses in organizations, policies and systems on the management of people. HR's departments also deal with corporate and industrial relations, which are a balanced approach of organizational and public collective bargaining practices and government requirements. HR's departments are responsible for the design, recruitment and development, performance evaluation and reward management (such as the management of wage systems).
The overall objective of human resources is to make sure that the organization is successful through people.  HR professionals manage an organization's man power and focus on process and policies. They can specialize, find and hire top skills, recruit, train, employee relationships or benefits. Professionals in training and development ensure that staff are trained and developed continuously. This is done by training programs, performance assessments and award schemes.
The main part of HRM is recruitment and selection. It aims to explore the strengths of employees to meet the objectives of the company. Overall, recruitment and selection is an act-to-source, screen, and shortlist process and select the appropriate candidates to fill the vacancies required. There is a very large scope for recruitment and selection and there are a number of operations. The most important asset of every organization is resource measurement. Therefore, the most important aspect of recruitment is to sign the right resources. Each company has its own recruitment pattern in accordance with its recruitment policies and procedures.
The scope of recruitment and approving includes subsequent operations-
· Coping up with surplus or lack of resources
· Preparation of the recruitment policy for different categories of staff
· Examine the corporate policies and procedures
· Identification of areas for improvement
· Smoothing the recruitment process with appropriate analysis
· The most suitable recruitment process for effective recruitment.
Any organization wants it future to be in good and safe hands. Hence, hiring the right resource is a very important task for any organization. So, the process of hiring a candidate either internally or externally must be done in a perfect & professional manner. The main cause for the recruitment process is to find the person who is goal oriented, talented and best suited to the role of the company in the organization and who will also help the company to achieve its organizational goals.
The recruitment process is far better than simply providing and managing employment services. It involves strengthening an employer brand, finding the best possible talents for a particular profile and retaining employees.


Objectives

The main objective of the term paper is prepared primarily to fulfill the requirement of the internship program. This report is based on the HRM Program of WALTON GROUP, which is required my under graduation program. This study is an educational requirement at the United International University to complete the BBA curriculum. The paper's main purpose is to reveal the practical scenario of the actual human resource management program of WALTON GROUP. The main challenge of being a graduate student was to interpret the bookish concepts into the experience of real life.
More specifically, this study prepare on the following aspects: 	
· To get an overview of WALTON GROUP.
· To have a view of what actually happens in the selected business organization's HRM field.
· To gather information on the organization's recruitment and selection function.
· In order to experience different systems, followed by WALTON GROUP.
· Relating theoretical knowledge to the actual life experience of WALTON GROUP's recruitment and selection process.

Methodology

This is a systematic study procedure from the very start of the selection of the topic to the preparation of the final report. The essential part of the study was the identification, collection, analysis, interpretation and systemic discovery of data that was described, analyzed and presented. The overall methodology process is explained in this study through the further discussion.
Selection of the Topic: The supervisor led me to choose the subject. Before selecting the subject I was discussed thoroughly on the organization and the subject in order to prepare a well-organized report.

Sources of Data: There were two types of data used to make this report. The sources are as per following;
· The Primary Data was developed from the practical workplace. Throughout the entire internship time I have discussed the topic related matters with my supervisor and colleagues in my work place. 
· Secondary Data was collected from some external sources like; Websites, Information about the organization in Magazines, Some articles etc.


Limitations

This report has been prepared depending on the feedback from staff of the Human Resource Department, Sales and Commercial Department. Although WALTON GROUP would find the report helpful, some people were reluctant to provide feedback. Some people might feel that the information they provide was sufficiently confidential to communicate to the outside world. Time constraint was another problem. The sample size was relatively small for research because due to time constraints, a large sample cannot be analyzed. My work lasted just three months. But for a thorough and clear study, this period of time is not enough.

Literature Review

Nowadays, each organization requires staff planning as one of the most important activities. Human resource planning is by far a key factor in any organization's success in the long run. In order for every organization to achieve its intended goals, every organization must follow a variety of techniques in order to ensure that its membership is at the right time and type of persons at the right place. The Department's objectives generally include planning, recruitment and selection of resources, career planning, trainings and development, promotion, risk management, performance assessment, etc.
For every organization it is of utmost importance that a right person be employed. In such situations, recruitment and selection play a key role. A step-by-step strategy analyzes for recruitment and selection processes are recommended, due to a shortage of skills and the rapid growth of new technology that exert pressure on employers to perform recruiting and selection activities. This section presents an incipient review of the past recruitment and selection literature with reference to the current report.
Recruitment and selection are simultaneous processes and are without one another in a simpler way. They differ significantly from each other and are the organization's essential constituents. It helps to identify the potential and capacity of applicants for expected or current vacancies in the organization. It is a connection between jobs and job seekers.
Korsten (2003) and Jones (2006) mentioned, Human Resource theories emphasize recruitment and selection tricks and describe the benefits for staff selection process interviews, evaluations and psychometric exams. Internal or external recruitment procedures can also be performed on-line. The process is usually based on level of recruitment policy, job description and information, publicity, application for jobs and interviewing, evaluation, decision-making, formal selection and training. In order to identify potential job seekers, the successful employment techniques include incisive analyzes of the job situation, the conditions and interviews on the labor market and psychometric tests.
Furthermore, small and medium-sized enterprises conduct interviews and evaluations with a particular interest in job analysis, inexperienced job-seekers ' emotional intelligence and corporate social responsibility. Jones et al. (2006) have identified various types of interviews, role play, group discussions and group work, and so on for the selection of individuals. Any management process involves recruitment and recruitment failure, which can lead to difficulties and unwanted barriers for any company, including unfavorable effects on its profitability and inappropriate staffing or employee skills (Jones et al. 2006). In addition, lack of recruitment can lead to work shortages or obstacles in the decision-making process, and management theories can improve the overall recruitment process. The process of recruitment can be greatly strengthened by Rodgers ' 7-point plan, five-point Munro-Frasers grading system, personal interviews and psychological tests, according to these theories (Jones et al. 2006).
The recruitment process does not, however, cease the application of the nomination and the selection of the appropriate candidates, whom involves the support and retention of the selected employees, as stated by Silzer et al. (2010). Work of Silzer et al. (2010) has been largely concerned with talent management and they have been successful in solving issues such as whether or not talent can be born with or is something that can be acquired through development through their work. That was a key challenge in designing talent systems, facing the organization and among senior management. Only by adopting fully executable recruitment techniques was the solution to the concern of achieving efficient talent management. Whether a well-established practical plan for recruitment and selection or the participation of highly skilled management teams, companies may encounter significant barriers in their execution after recruitment processes. HRM theories can therefore give insights into the most effective recruitment approaches although companies will have to use their domestic management skills to implement generic theories in specific organizational contexts.
The main aim of successful talent strategies is to create both a case and an outline for developing talent strategies within a dynamic and highly intense economy that will shape the competitive advantages and the success of many companies through acquisition, deployment and preservation of human capital talents. 
According to Yoder, recruitment is a process to identify the sources of manpower to meet the staffing schedule requirements and to take effective measures for employees to attract that manpower in sufficient numbers to facilitate the effective selection of an effective workforce.


Yoder defined the theory of Recruitment and Selection Process in the following manner:
Recruitment Process: Recruitment is the process by which prospective employees are attracted and promoted for employment in an organization, also a process for recruiting correct candidates on the right job.
It is basically predominantly dealt within two fields; a generally prescriptive human resources management or personnel management perspective and a very technical literature in psychology focusing on the value (absolute and relative) for the different forms of recruiting.
Methods of Recruitment: There  are various  methods  of  recruitment but  for the  sake  of simplicity,  they  have  been categorized  under  two  broad headings, Internal & External recruitments.
Importance of Recruitment:
· Helps to establish a talent pool of potential candidates for organizations ' benefit.
· To increase at the minimum cost a pool of job seekers.
· It helps to increase selection success by reducing the number of qualified or qualified jobseekers.
· Help identify and prepare prospective candidates for employment who will be the worthy candidate.
· It helps finally to improve the organization and effectiveness of the different recruiting techniques for all types of jobseekers.
Selection Process: The selection process is used to fill jobs of an organization for people with relevant qualifications. Choosing is more than just choosing the best candidate. It seeks to balance the applicant's ability and willingness with what the company needs.
 
Importance of Selection Process: For three main reasons: performance, expenses and legal obligations, selecting right employees is important. Employees with the right skills can do a better job for every business and for the owner. Employees would not perform effectively without the skill and abrasive ability and the company's performance would suffer enormously. It is time therefore to select the undesirable person who can contribute effectively to the company's success and to choose the best and best candidate. Cost is also important since recruitment and recruitment of staff are costly to avoid unnecessary waste of money and valuable resources, and the cost – benefit ratio must be considered when recruiting employees.



WALTON GROUP

History of WALTON GROUP:

Walton Hi-Tech Industries Limited, the private limited company in Bangladesh is commonly referred to as Walton. It's a RB subsidiary. Walton is one of Southern Asia's largest manufacturers of electrical, electronics and automobiles. Its office is in Bangladesh, Dhaka. The products of Walton have already earned the hearts of millions in Bangladesh for excellent designs, quality and affordable prices. It is now a trusted brand name in every Bangladesh household. Walton is a company certified by QMS and ISO 14100:2004 EMS ISO 9001:2008. It aims to express its dream to become one of the leaders by manufacturing superior high-quality electrical and electronic products using the best technology.
Walton is deeply indebted to SM Nazrul Islam, a visionary business leader and a remarkable entrepreneur, for its name, fame and success of today. Mr Islam, founding chairman of RB Group and Walton, was born in 1926 in a noble Tangail business family in Bangladesh. He acquired all the trade and trade techniques from his father SM Atahar Ali Talukder (1901-1982). 

Culture and Values of WALTON GROUP:

Walton has now become a leading manufacturer of electronics, home appliances and automobiles in Bangladesh. It manufactures air conditioners, refrigerators, freezers, motorcycles, mobile phones, DVD players, microwave ovens, washing machines, diesel generators and irons. In addition, Walton's3-dimensional LED, LCD and CRT television brand is manufactured under Walton Micro-Tech Corporation.
Walton has emerged among all consumer brands as the most popular Bangladesh electrical, electronics and automotive brand. In every household, the Walton brand is now known. It demonstrates the incomparable success of Walton in the country's business field. This is Our Product ' — a major brand slogan, which gives the strong impression on Walton's commitment to deliver the best in Bangladesh's identity. It's our product'
The brand Walton Refrigerator has been recognized as the best brand among local and international refrigerator brands for its quality, affordability and durability during the recent Best Brand Award 2011 ceremony in Dhaka. In May of 2012, the brand name of this event was organized jointly by the brand forum Bangladesh and Nielsen Bangladesh Ltd in cooperation with Nielsen Bangladesh, a subsidiary of the United States ' largest research firm in the world, among five thousand households in the whole country. The brands were classified in a comprehensive survey conducted by the Bangladesh Brand Forum and the Brand Forum.
In addition, Walton TV was placed in second position in the brand's rankings. Walton is also the 5th most successful brand among Bangladesh's leading national and foreign brands and the 18th best brand.
Walton plans to build 3 million refrigerator and air-conditioning compressors annually in the future. Once the domestic demand is met, the company produces high-quality compressors in one individual plant and exports them. Country's manufacturing, assembly and marketing electronics goods companies will be able to use these compressors to produce their respective refrigerator and freezer brands at the Walton factory.
In addition, Walton is producing smartphones as well as feature phones with different configurations, designs and prices. With more advanced computing capability and connectivity, Walton smartphones are likely to have the latest mobile operating system. They will also have web browsers with high resolution that display standard web pages.



WALTON GROUP at a glance:

	Name
	WALTON GROUP

	Type 
	Private Company

	Industry                                              
	Consumer Electronics, Home Appliances and Automobiles

	Founded                                             
	In 2006, WALTON GROUP established its manufacturing industry in Chandra in Kaliakoir, Gazipur, about 40 km north of the capital Dhaka.

	Parent Company 
	Rezvi and Brothers, established in 1977, and later joined RB Group, Bangladesh's leading private sector business conglomerate. RB Group consists of eight subsidiaries.

	Founder Chairman 
	S.M. Nazrul Islam, Founder Chairman, Rezvi and Brothers

	Head Quarters
	Dhaka, Bangladesh

	Areas Served:
	North America, Australia, Middle East, Bangladesh, North America.

	Key People 
	S.M. Nurul Alam Rezvi, Chairman, R.B. Group
S.M. Shamsul Alam, Managing Director, R.B. Group.
S.M. Ashraful Alam, Managing Director, Walton Hi-Tech Industries Limited.
S.M. Mahbubul Alam, Director, R.B. Group
S.M. Rezaul Alam, Director, R.B. Group.
S.M. Monjurul Islam Ovee, Director, R.B. Group

	 Products
	Freezer, air conditioner, TV, mobile phone, player, DVD, microwave, washing machine, generator, iron etc.

	Manufacturing Capacity
                                                               
	Walton Hi-Tech Industries Ltd : 1.4 million Refrigerators and Freezers, 300,000 Motorcycles, 300,000 Air-conditioners

	
	Walton Micro-Tech Corporation 1 million Televisions (3D LED, LED, LCD, CRT)

	Employees
	10,000 (directly employed) and 20,000 (indirectly employed)

	Commitment
	Maximum customer satisfaction with new electrical, automotive and automotive goods of world-class technology with creative designs, appealing models and outstanding performance

	Objective
	Introducing ' Made in Bangladesh ' goods globally and establishing Bangladesh as an industrialized country to arise as a global electrical and electronics brand.



Head office of WALTON GROUP is situated at Plot-1088, Block-I, Sabrina Sobhan Road P.O-Khilkhet, P.S-Vatara, Bashundhara R/A, Dhaka-1229. The factory of Walton is situated at Chandra, Gazipur.
Walton's position in Bangladesh is better than anyone else. For the people of Bangladesh, they offer good products and services. Day by day they are developing the value of product. The demand of this product not only in our country all over the world. Walton put a positive impact on the lifestyles of the people of Bangladesh. At the end of 2014, Walton crossed the market at 30 million and had a 35% share. There are Walton's 120 outlets in the country so clients can purchase Walton products from all over the country.



Human Resource Management of WALTON GROUP

Without good human resources, an organization cannot build a good team of working professionals. So it is not supposed to be taken lightly. For organizations in numerous areas from strategic planning to corporate identity, human resources are important. Small business resource practitioners with comprehensive expertise provide a range of services to staff. In its study of how human capital influences authoritarian achievement, HR improves the organization's main concern. HR pay masters create reasonable remuneration structures that set organization compensation focused with different organizations in the zone, in a similar industry or organizations going after workers with comparable abilities. Advantages authorities can diminish the organization's expenses related with turnover, whittling down and contracting substitution specialists. Bosses have a commitment to give safe working conditions. Working environment security and hazard the executives authorities from the HR zone oversee consistence with U.S. HR worker relations authorities limit the association's presentation and obligation identified with charges of out of line business rehearses.
WALTON GROUP for its asset and size of the association doesn't have all the territory of human asset the board practice. So I have tried to cover the issues and information I have gathered. Human Resource practice I found in WALTON GROUP are: 
1. Recruitment & Selection
2. Training & Development
3. Performance Appraisal
4. Compensation Plan 
5. Employee Relationship
But here in this report I am going to describe only about the Recruitment and Selection Process of WALTON GROUP.


Recruitment & Selection Policies of WALTON GROUP

The WALTON GROUP believes that success depends on the collective effort of all employees. The HR department of WALTON GROUP follows its comprehensive legal, ethical and practice policy and procedures. They never take account of their corporate policy and recruitment policy. All management functions are based on planning. It is the basis on which the other three areas can be constructed. Planning requires management to assess where and where the company currently has human resources. An appropriate course of action is established and taken from there to achieve the company's goals and objectives. 
Objectives of making the policies:
· Select right person on time in the right role.
· Ensure fair judgment throughout the process of recruitment.
· Ensure proper, systematic and smooth recruitment procedures are followed.
· Ensure that there is a workforce in hose that is physically and mentally fit.
General policy followed by the recruitment team of WALTON GROUP:
· Unless the position has been agreed by the competent authority in writing, no employee in any category may be recruited, and no person under age 18 shall be recruited by WALTON GROUP.
· Down with WALTON GROUP, no forced labor is believed.
· All WALTON GROUP jobs are based on compliance with respective minimum qualifications and respective position requirements.
· WALTON GROUP ensures equal and non-discriminatory opportunities. Selection of religions, castes, faiths, gender or regional considerations does not discriminate.
· Fair judgment, according to WALTON GROUP, is one of the key criteria for obtaining the best talent.
· Increments and promotions can be made without discrimination on the basis only of individual performance and efficiency.
· The female employee's maternity benefits are provided in accordance with the law of the country.
· No employee who is dismissed shall be reemployed in the company, except as required by law.
· Subject to the notice of management, the person who has been convicted for criminal offenses by a court of law will not be considered for employment.


Employment Procedure of WALTON GROUP

Recruitment Objectives:
· Ensure organized and systematic recruitment and selection.
· Ensure equal opportunities for each candidate to compete.
· Ensure that the workforce plan and recruitment procedures are properly followed.
Recruitment Attribute:
· Recovery from the employee's plan.
· Recovery from termination, discharge, dismissal, resignation, and retirement.
Pre-Recruitment Activities:
· The concerned professional shall submit to HR, at least 15 days before selection and employment, an employee application in a company's prescribed form. The following documents must be submitted by the HOD concerned with the form of manpower requirement:

a. Job assessment for the required position
Position Details: WALTON GROUP’s. HOD will write down the position name, department name, type of vacancy, number of employees required to join. There are two kinds of vacancies, replacement and new position. If vacancy is against replacement, the department head of concern must mention the name and resignation of previous employees. If the vacancy is against a new position, then Concern head must show the judgment as to why the new position is being raised and the HR department must approve it.
Job description: The head of the Concern Department in Job description mentions the job task of vacancy. If your job description is equal to the job description book, the job description is described as "the role"
Job specification: The task manager points out the skills they want to perform in the job specification. He also depicts experience in the field in question. In case of no need for experience, Concern Head says, "Experience is not mandatory but preferable."


b. Approved manpower plan
There is a box for an approved manpower plan and it just needs to be signed by whom to raise the requisition. Head of HR will also sign after that. After all, signing HOD of HR will send it to HR staff to take the necessary step.

· HR team shall review the requirement for manpower and take the necessary steps if necessary to obtain management approval.
· Recruitment team primarillly starts searching the applications through following methods:

a. Internal Sources
They collect CVs through their internal sources. Internal sources reduce their cost of advertising. Their internal sources used are: Referrals for employees. WALTON GROUP has a huge number of employees. Referrals are a great and powerful source for gathering resumes for WALTON GROUP. Referrals to the Management Committee are very strong for full manpower. The sources are a very reliable and powerful source. For that, the member of the referrals committee must give the recruitment team employee knowledge.
b. External Sources
WALTON GROUP gathers huge and large numbers of applicants through these sources. Such sources are: Online advertising, Walton's HR division has bdjobs.com contract. To post a circular here, HR manager has full access. Here, mid-level and high-level jobs are advertised. They have to pay for posting a job on bdjobs.com according to the requirements of bdjobs.com. Interns are also one of the WALTON GROUP's external sources. HR department wants interns with the same background subject from different educational institutions. Students sometimes end their curriculum vitae on their career website. Another sources is their CV bank. HR Department of WALTON GROUP has 2types of CV Bank. One career web site and another is different job fairs. 



Sort Out Applicants:
After sorting a curriculum vitae, their selection process is initiated. In two approaches, resumes are chosen. Initially, the HR department selects the resumes of applicants based on their vacant requirement. They then organize the resumes and send these resumes to the department concerned. After that, the department concerned dose the final selection and return it to the department of HR.
Making call list and informing candidates:
The next task is informing the examination applicants. The recruitment personnel will make a call list for this purpose. Includes the name, address, degree, contact information and speculations of the applicants. HR department call applicants in two ways. If the number list of applicants is short, call them by the HR department on its own. If the number of applicants is large, their bulk sms service sends the text message.
Preparing Attendance Sheet:
Before starting exam, HR department prepares attendance sheet. There include name, contact number, and signature box. Every candidate are must be sign here.
Selection Procedure:
Soon the minimum application number is filled out or the application close date is approached, the HR department must organize a preliminary interview. The HR team will shortlist the candidates and pick them for the second phase according to the following points:
· The appearance of a candidate.
· Limitation of age of the candidate (21-32).
· Must meet the requirements of education.
· Based on the location of the geographic area.
· The ability to communicate (both Bengali and English).
· The ability to learn and intelligence.
· Basic skill in computer technology.
For the following trials the applicant must successfully complete the preliminary interview:
· Written Test: This test involves; written capacity, general knowledge, capability of reading and aptitude test, arithmetic and quality assurance of leadership. The responsibility of taking this test lies on the recruitment personnel and concerned HOD.
· Test of Communication (where required): This test involves; group discussion and speaking skills. This test is taken by the recruitment personnel and the concerned dept. representative.
· Test of Technical Proficiency (where required): this test involves; the problem fixing of live issues, maintenance and checkup tests. This test is taken by the IT personnel, Admin Manager and Head of Operations.
· Computer Skill Test: This part involves the computer knowledge test. Mainly the test program is using ability of Microsoft Office Package. Sometimes it includes advanced application levels like excel functions, graphing tools etc. this test is taken by Recruitment Personnel and Concerned dept. Representative/ IT Personnel.
The candidates successfully completed and passed the 2nd phase appears for the final interview or management interview. The final interview is taken by Head or HR, Director and MD, Concerned HOD and Operations personnel. The final interview is intended as follows:
· The panel will recheck the evaluation done in the preliminary panel and then decide independently.
· The Company application form shall include detailed comments made by the panel of the interview.
· The panel can also select or reject the candidates.
· Give the final approval for the candidate selection.
Finally the post interview formalities, which includes the following:
· Reference verification: The HR department will verify the candidate references at the application / interview process. The Recruitment staff shall check the references and maintain their reports on the format of references.
· Issue of the letter of appointment: HR Head shall issue the letter of appointment to the candidate only after the certificates have been verified. The candidate have to sign the acceptance which is consist of the terms and conditions specified in the appointment letter upon the issuance of the letter of appointment.

The Flow Chart below shows the whole format in a structured manner:

End
Start
Raising Human Capital Requisition
Raising Entitle & Facility Requisition
Choose of Recruitment Media
CV Sourcing & Sorting
Choose of Employment Mode (Written, Interview)
Run the Process
Approval of best Candidate
Communicate to Selected Candidate
Issue of Appointment Letter
Joining of Selected Candidate
Induction of new employee
Ensure Entitlement & Facility
Approval of Manpower

My Internship Experience at WALTON GROUP

I got the opportunity to work in WALTON GROUP for three months from 13th February of 2019.  This was a part of my BBA program. It was a great chance to me that I completed my internship in such big and famous organization. I’ve gathered so many experiences in the Human Resources Management field and get to know more practical knowledge about WALTON GROUP.
Description of My Assigned Work:
Since I had a three-month opportunity in the WALTON GROUP, I have performed various tasks under the HR Department through the recruitment and selection process. I met my supervisor Mr. Foysal Wahid, First Sr. Deputy Director of the Department of Human Resource on the very first day. Then he introduced me and welcomed to the Recruitment Team and other HR staff that I would do my work with throughout my internship. They assigned me some regular activities and provided a brief detail on that, so I could do my work properly. The works of assignment are given bellow:
· Resume Collection: Applicants submit their resumes in two ways for the recruitment of various positions such as TSO, ASM, RSM, Executives, Sales Executives, Customer Services Representative, IT Support, Engineers & Architects, and Quality & Business Analyst etc. Some applicants prefer to post their curriculum vitae and some are online. I collected and maintained all the curriculum vitae.
· Screening of these Resumes: I screened all those resumes after collecting those. A huge bunch of resumes are being received by WALTON GROUP. There are some areas requiring concentration while I'm looking for resumes for screening. These require areas such as qualifications for age, education, location, etc. After that I transfer it for final selection to the requested department.
· Preparing text message list for candidates': I then input it into software after selection of final applicants according to the name of candidates, mobile number, educational requirements etc. Then I create an excel sheet to send them interview message.
· Preparing attendance sheet for candidates': I prepared an excel sheet where the name of the candidates, the mobile no and the signing box to attend the section of the interview. I then print it out and gave it to the front desk for the candidates ' attendance.
· Preparing attendance sheet for written, Viva and Computer test.
· Preparing top sheet and exam paper: I create the top sheet on the interview evaluation form and different types of terms and conditions and their examination paper before starting the recruitment procedure.
· Assign questions and examination papers.
· Checking scripts: After the examination was finished, I checked whether or not the candidates fulfilled the desire requirement. If selected, take care of it and pass it for the next procedure. If not, separate the sheet from the sheet which is selected.
· Entry final result: Finishing the procedure, I input the update of all the candidates selected and eliminated with proper remarks to save it for future queries.
· Maintaining rejected resumes: It’s important and needed to keep the resumes of the rejected candidates with proper date and name for the future observation. And I'm doing that, too.
· Entry briefing: I give brief to all the candidates about interview system before starting the interview. And describe the whole part of the interview as well.
· Coordinate the section of the interview: I coordinate the section of everyday interviews such as their written test, Viva, IT test, etc. and focus on the environment as well.
· Communicate with the various department staff.
· Preparation of the list of selected candidates: Having completed all interview procedures, I create the selected candidate list for their best wishes and transfer it to the service team for the further procedure.
· Communicate with the candidate who are selected: It is important to communicate for the joining after preparing the list of selected candidates.
· Complete the procedure to join: I instruct all the organization's new joiner together to complete the joining procedure.



Recruitment Process I Followed: 
The WALTON GROUP is very transparent in its selection process. The quality of your candidates is never compromised. You always employ the potential candidates for your company. Also, because of their higher standing they never sacrifice the quality of their applicants.

Lessons I Learned from Internship Program:

· Time Maintenance: I always work there to arrange, and budget my time to complete my work at the same time. It will help me effectively and efficiently to develop my time management skills.
· Communication skill: I had to communicate there with different types of persons like candidates, meet individuals with various departments for various purposes, arrange a new joiner for their accession, for which my communication skills were developed.
· Stress management: The recruitment and selection activities were under enormous pressure, I had to do this in stress because there were a lot of interview candidates. At that time I learned how to handle the situation.


Findings & Analysis

During my internship period in WALTON GROUP, I worked so close with the recruitment team of the organization. Working with them was really a great experience for me. Things I get to know and found from WALTON GROUP within this duration are the followings:
· I get to know about WALTON GROUP. The Bangladeshi-based private limited enterprise is Walton Hi-Tech Industries Limited. It is a concern of R.B. Group. WALTON GROUP is one of South Asia's largest manufacturing companies for electric, electronics and automobiles. Its headquarters is located in Dhaka, Bangladesh. Walton products in Bangladesh have earned millions for outstanding designs, quality and affordable prices. In every Bangladesh household, it's now a trusted brand name. WALTON GROUP is ISO 9001:2008 QMS certified and ISO 14100:2004 EMS certified.
· The fact that manpower is the company's most important asset cannot be ignored. The need for physical labor has decreased with the advancement of technology and automation. However, it is not possible to completely replace human capital. And human resources management in every organization, regardless of its nature and size, is essential to the smooth functioning of human funds. A manager of human resources must be well versed in different disciplines. There is no need to say that exceptional skills in communication and decision-making are essential. Just like this WALTON GROUP maintains its HRM field so Effective and Efficiently.
· Walton Group believes that success lies on the total effort of the workforce as a whole. The HR department of the Walton Group follows its comprehensive policy and process that follows with legal and ethical consideration. They never take account of their policy on organization and recruitment. All management functions are core to planning. It is the basis on which the other three areas can be constructed. Planning needs management for evaluating where the company currently has human resources and where it will need in the future. A suitable course of action will be established and implemented from there to achieve the company's goals and objectives.
· WALTON GROUP’s human resource personnel are responsible for maintaining the right kind of talent to the company's requirement. Their employment is widely divided into two sections: attracting talent and recruiting the right candidates later. Initially, HR staff must understand the business technique, assess the company's requirement, and have a recruitment strategy in place. They really need to reach out to the candidates once this is done, filter the huge number of applications and employ the most perfect candidate for the role. It's a tedious and very lengthy process.
· There were no such different methods or techniques used by WALTON GROUP, it was just like other organizations. But Walton is expanding day by day so they really need to change their recruitment process to make the results or outcomes faster and even better.
· "Recruitment and selection process" is a compulsory human resources section, which is why I selected this topic to make it clear to every other person. I split this paper into a few sections. I tried my best as a young intern to surf through their employment and selection process in a company like WALTON GROUP in the duration of 3 months. Working in such an organization and preparing this report was a great experience as well as a challenge that helped me magnificently to improve my talent and skills. I get to learned about the numerous aspects of business and this internship report gave me the chance to develop my practical experience which I previously learned from the text books.


Recommendations

When I talk to the employee in the organization, I found the real problem there. The employee wants a solution, as shown below-
· To improve the organization, it is necessary to involve more employees. Without employee involvement, it is difficult to ensure employee satisfaction. HR leaders can develop and implement engagement and management strategies that not only address the present perception, but also the past and future expectations of employees.
· To evaluate their employees, WALTON GROUP uses peer assessment. But some personal problems with one employee to another can occur in this system. When they work as a team, it gets back to each other as they think about each other. Then Identify who thinks of them is very easy. It can thus create the organization's corporate politics. I believe that the 360 degree evaluation system should be followed.
· The company has a system of unorganized salaries. They don't pay the fresher enough. And employees don't have a clear salary structure. There is also the salary cap system. The salary is limited to some extent. Some employees can't afford it. The salary system should therefore be like the market and employees have to be clear about it.
· The company is following the system of work training on the job. But some employees also want some off the work training. As they customize the client's task, it's necessary to give some of the necessary job training. The company should concentrate on training and evaluation. And the company should put pressure on its employee or post-graduation. To require post-graduation, they can make a new promotion criteria. That's how the need for further studies will feel to the employee.
· As HR activities are not being properly used in Bangladesh, being an outstanding company WALTON should use the HR policy as an example. It is necessary to use the new and updated HR tools here. The system of rewards needs to be organized more. More steps should be taken for the employee turnover deals. It is necessary to structure the workforce.


Conclusion

The WALTON GROUP is a pioneering company in Bangladesh's industry. They have grown massively themselves over the last few years. The number of employees is increasing every day. It gets a wide advertisement to foreign customers for its diversity and customized service. From the very first to the present, WALTON GROUP has begun to earn profit. Now they're one of Bangladesh's highest profit making company. The report is aimed at the practice of managing human resources specially the recruitment and selection process of the WALTON GROUP. The ambition of the WALTON GROUP is to make its benchmark high. The WALTON GROUP now focuses on customer satisfaction as well as on employee satisfaction.
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