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Executive Summary
This report represents the 3 months internship working period at Social Islami Bank Limited. I was assigned as an intern at SIBL Gausia Branch for 3 months. This report will give the clear idea about SIBL banking activities and their HR practices. SIBL was formed in 5th July, 1995 and stared their commercial operation on 22nd November. Social Islami Bank limited started its journey in 1995; Mr. Anisul Hoque is the founder Chairman of the bank. It is the pioneer amongst Islamic Banks in Bangladesh to introduce online banking facilities from the year 2003 to establish new employment opportunities by acting as a catalyst for the attraction for new entrepreneurs, capital, skill and technology. Social Islami Bank Limited (SIBL) is a second generation commercial bank operation from since 22nd November 1995 based on “Shariah” principle. This report is based on operations of SIBL and HR activities of SIBL. I hope it will help me at future at my professional life and help me a lot to build my future career. 
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[bookmark: _Toc515036821]1. Introduction: 
Bangladesh is one of the least developing countries in world. Bangladesh is bringing the change in the socio economic field where banks cannot over emphasize. Agriculture field and industry providing the bulk of countries wealth with banking facilities. Without bank a country cannot make any development. Social lslami Bank Limited is one of the fastest growing banks in banking sector following the Islamic principals in Bangladesh banking sector. Bangladesh is now one of the largest Muslim countries of the world. People of these countries are committed to the Islamic way of life as mentioned in the holy Quran and Sunnah. And Social Islami Bank Limited follows those rules of banking in every way. Bank plays the most important role in the development process of a country and Social Islami Bank Limited is also doing these. In dynamic progressive program, honest banking policies, fair approach with customer dealing. And inside the also serving the employees a sound and healthy banking environment. To achieve it’s financial goals they are serving their best to the customers who deposit their money to the bank which is an asset for the and also Social Islami Bank Limited is following HR policies and practices for the employees well fair. 

[bookmark: _Toc515036822]1.1 Origin of the Report:
After completing all the courses of BBA program at United International University now I have got the chance to get involved in the practical and professional life with the starting of Internship. The main reason of internship is to get the chance see how the service life is and how to develop the theories that learned during whole BBA program. During the internship period the main purposes are:
· To experience the Banking sector.
· To know about the organization and its culture.
· To compare the real scenario and the theoretical knowledge gathered from the BBA program.
· To fulfill all the required of internship.
· Try to learn how to apply the theoretical knowledge in practical job field.
· Try to find out the overall features and functions of the organization.

[bookmark: _Toc515036823]1.2 Background of the Report:
Social Islami Bank is the well-known privet bank in Bangladesh. Social Islami Bank Limited is the second generation Islamic Bank which is serving since 22nd November, 1995 based on Shariah Principles. Social Islamic Bank Limited now has 110 branches all over Bangladesh. SIBL has two subsidiary companies SIBL Securities Limited and SIBL investment Limited. SIBL opened almost 10 branches in 2015 to serve more people under banking service. SIBL is a capitalized with new generating Bank with authorized. The Capital of SIBL is 6,393,925,700 taka their yearly profit is almost 100 core taka. For my internship I have been appointed to the Gausia Branch of SIBL at Dhaka. There are 3 different sections at this branch and they are:
· General Banking.
· Investment Department.
· Foreign Exchange Department.
I worked under this there entire different department and gathered much knowledge about them and tried to work.  I usually work with General Banking more time and tried to gather information about their HR practices and policies. After completing my internship I will prepare a report under SIBL with their banking information and ther HR policies and practices. 

[bookmark: _Toc515036824]1.3 Objective of the Report:
The objectives of the report can be viewed by two different forms and they are:
· Broad Objective.
· Specific Objective.
[bookmark: _Toc515036825]1.3.1 Broad Objective:
 The main reason to prepare this report to introduce two of the HR practices 
Performance Appraisal System and Training and Development of Social Islami Bank Limited.
[bookmark: _Toc515036826]1.3.2 Specific Objective:
Specific Objective of the report is given below:
· To know more about SIBL.
· To know about their banking system.
· To know more about their HR practices.
· To know more how they do employee evaluation by Performance Appraisal System.
· To know more how they organize training programs for their employees.
· To know more from employees are they satisfied with their PAS or not.
· To know more about their recruitment and selection policy. 

[bookmark: _Toc515036827]1.4 Methodology:
To collect the information of SIBL was not that easy as because the personnel's were very busy with their work and they do not want to expose their HR practices and policies and the main reason is they do not work under HR department and do not have that much knowledge about HR. As they knew they help me with those information’s. So I collect the information with primary sources and secondary sources and they are:
Primary Source:
· Face to face conversation with my respective officers.
· Observation during the internship period.
· HR policies of SIBL.
· Discussion with the second manager of SIBL.
· Practical desk work.
Secondary Source:
· Annual report of SIBL.
· Web site information of SIBL.
· Previous internship report.
· Internet, books and internship reports. 


[bookmark: _Toc515036828]1.5 Scope of the Study:
As a student of BBA program with HR major I joined a well known bank Social Islami Bank Limited to complete the last stage of BBA program. The main reason of this report is to prepare the performance appraisal system and Training and Development of Social Islami Bank Limited. This report will be conducted with the Per Appraisal System in different aspects of evaluation process and the Training and Development method. This report will summarize all the basic information of SIBL and their performance appraisal system and Training and Development for the employees.

[bookmark: _Toc515036829]1.6 Limitations of the Study:
There was some limitation and they are:
· Time shortage 3months of internship program is not enough to know and collect information and prepare the report.
· Insufficient information as employees was always busy and does not share personal information of SIBlL.
· Lack of information at SIBL website.
· Information’s are confidential so subordinate did not share as they cannot break their policy.
· As I was my first time at practical job field i was very nervous to ask something to them and prepare the report.
· The whole report is based on annual reports and internet information's.
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[bookmark: _Toc515036832]2. Company Profile:
Social Islami Bank Limited (SIBL) is a second generation commercial bank operation from since 22nd November 1995 based on “Shariah”principle. SIBL has now 135 branches all over Bangladesh with two subsidiary companies:
· SIBL Securities limited.
· SIBL investment Limited.
Targeting poverty Social Islami Bank Limited is needed a concept of 21st century participatory three sector banking model in one. In formal sector SIBL works as an Islamic participatory commercial bank with human face approach to credit. Banking with profit and loss sharing. SIBL has a non-formal banking sector too informal finance and investment package that empowers and humanizes poor family and creates local income opportunities discourages internal migration. 
Social Islami Bank Limited has another sector to monitor the voluntary sector and management of Mosque properties and it has introduced cash for the first time in history of banking sector in Bangladesh. In formal corporate sector SIBL offers most up-to-date banking services through opening of various types of deposit and investment accounts, financing trade, providing letters of guarantee, opening letter of credit, collection of bills, leasing of equipment’s and consumers durability, hire of purchase and installment sale of capital goods, investments at low cost housing and management of real estates, participatory investments in various industries, agriculture, transport, education and health projects and many more among other banks. 
Social Islami Bank Limited has renewed drive aiming at consoling its business is more focused areas covering SME banking and Argo-finance with its emphasis on searching for alternative delivery channel under which SMS banking and mobile based remittance payment systems and by gradually introducing the same to disseminate the SIBL services to the doorsteps of customers. SIBL has already introduced internet banking and launched some new products to strengthen its business. The schemes of SIBL are:
· Sonali Din.
· Shukher Thikana.
· Sabuj Chhaya.
· Sabuj Shayanho.
· Subarnalata Subornalekha.
· Sanchita.
And the service is Zameel ATM Debit Card.
[Source: SIBL Website]
[bookmark: _Toc515036833]2.1 History:
Social Islami Bank limited started its journey in 1995; Mr.Anisulhoque is the founder Chairman of the bank. It is the pioneer amongst Islamic Banks in Bangladesh to introduce online banking facilities from the year 2003 to establish new employment opportunities by acting as a catalyst for the attraction for new entrepreneurs, capital, skill and technology. It also registered under the Companies Act with its registered under the Company Act with its registered office 7-8, Motijheel C/A, Dhaka, Bangladesh. At the time of incorporation the authorized capital and the paid up capital of SIBL was respectively TK 10000 and 7031.42million.
[bookmark: _Toc515036834]2.2 Journey with New Logo:
Social Islami Bank limited has changed its logo through colorful function at Cox’s Bazar sea beach. Social Islami Bank limited has passed a successful year 2011 through generating highest growth in terms of profit amidst unfavorable market conditions and also set of superior service delivery for its customers through implementation of real time on line state of the art banking technology. In this journey towards continuous excellence of the bank has decided to change its logo. The new logo is bird’s wings, nine feathers to represent its comfortable and safe flying in the economic sky passing in the territorial Boundary. The wings are colored in red in a green background. Red symbolizes the vigor and enthusiasm of youth and the green symbolizes love for the dear mother land. In Social Islami Bank limited journey towards continuous excellence it takes pride in their new logo. 
[Source: SIBL Website]



[bookmark: _Toc515036835]2.3 Objectives of SIBL:
The main objective is to maximize profit through customer satisfaction which very much reflects idea of marketing concept. SIBL has been ensuring maximum profit by providing best and improved customer service along with other corporate object mentioned below:
· Deliver the highest quality services and performances to clients
· To maintain the high standard of corporate and business ethics
· To be the most efficient bank in terms of technology application
· To contribute towards the formation of national capital
· To strive for sustainable profit and sound growth
· To value and respect the customers and maintain harmonious banker-customer relationship
· To achieve and sustain in the domestic leading market position in both customer and corporate banking sector.

[Source: SIBL Website]
[bookmark: _Toc515036836]2.4 Different Departments:
Social Islami Bank Limited has basically three broad different departments. They are as follows:

Different Departments


                                       

Foreign Exchange Departments
Investment Banking Department
General Banking Department



[bookmark: _Toc515036837]2.4.1 General Banking Department:
. Social Islami Bank Limited General Banking is divided into six sections:
1. Account opening section.
2. Bills and clearing section.
3. Remittance section.
4. Cash section.
5. Locker service.
6. Closing of an account.
[Source: SIBL Website]

[bookmark: _Toc515036838]2.4.2 Investment Banking Department:
Investment banking department of SIBL concerned with various types of long term and short term investment deposits and schemes. Some salient features of Investment banking department of Social Islami Bank Limited are:
1. Observance of legal investment limit of the bank.
2. Observance of the legal inve3stment limit of the client.
3. Optimum utilization of investable fund.
4. Profitability of the investments.
5. Safety and security of the investments.
6. Investment at minimum possible risk.
7. Liquidity of investments.
8. Conform to central bank’s investment restrictions.
9. Preference to short term investments.
10.  Preference to the investments for small size.
11. Satisfactory return on investments.
[Source: SIBL Website]

[bookmark: _Toc515036839]2.4.3 Foreign Exchange Departments: 
Social Islami Bank Limited created a relationship between domestic country and foreign country. Functions performed by foreign exchange department are: 
1. Import Trade.
2. Export Trade.
3. Terms of Credit.
4. Letter of Credit.
[Source: SIBL Website]

[bookmark: _Toc515036840]2.5 Vision:
The vision of Social Islami Bank Limited is to reduce the poverty level of Bangladesh. In this the concept and credence of ‘Working together for a caring society” is always held high. To carry forward this statement the personnel of Social Islami Bank Limited are imbued with highest degree of enthusiasm, zeal and vigor to serve the nation.
[Source: SIBL Website]

[bookmark: _Toc515036841]2.6 Mission:
· To introducing innovative Islamic Banking product.
· To optimum return on shareholder’s equity.
· To balance and sustainable growth strategy.
· To establish three sector banking model.
· To empower real poor families and create local income opportunities.
[Source: SIBL Website]

[bookmark: _Toc515036842]2.7 Functions of SIBL:
· Deposit procurement and management under sharing principal
· Financial service i.e. letter of guarantee money transfer
· Corporate Social responsibility(CSR)
· Investing using Islamic Financial contract
· To value and respect the people and make decision based on the merit
· To provide recognition and reward on performance
[Source: SIBL Website]
[bookmark: _Toc515036843]2.8 Organization structure of SIBL:
Managing Director (MD)

Additional Managing Director (AMD)

Deputy Managing Director (DMD)

Executive Vice President (EVP)

Senior Vice President (SVP)


Vice President (VP)


Senior Assistant Vice President (SAVP)

First Assistant Vice President (FAVP)


Assistant Vice President (AVP)

Senior Executive Officer (SEO)


Assistant Officer (AO)
Executive Officer (EO)

Junior Officer (JO)
Residency Officer (RO)

Officer
Senior Officer (SO)


[bookmark: _Toc515036844]2.9 Board of Directors:
[bookmark: _Toc515036845]2.9.1 Previous Board of Directors:
	Major Dr. Md. Rezaul Haque (Retd) :
	Chairman

	Mr. Md. Sayedur Rahman :
	Vice Chairman

	Mr. Abdul Jabbar Mollah :
	Vice Chairman

	Mr. Abdul Awal Patwary :
	Director

	Mr. Md. Anisul Hoque :
	Director

	[Representative of Hamdard Laboratories (Waqf) Bangladesh] Alhaj Nasiruddin :
	Director

	Alhaj Sk. Mohammad Rabban Ali :
	Director

	Mr. Md. Abdur Rahman :
	Independent Director

	Mr. Abdul Mohit :
	Independent Director

	Mr. Md. Abdur Razzaque :
	Director

	Major Gen. Fazle Elahi Akbar (Retd.) :
	Independent Director

	Mr. Mohammad Amin Uddin :
	Director

	Mr. Md. Kamal Uddin :
	Director

	[Representative of Sifang Securities (Pvt.) Ltd] Mr. Md. Shaqur Rahman:
	Managing Director

	Mr. Md. Humayun Kabir, ACS :
	Company Secretary



Chart: Board of Directors


[bookmark: _Toc515036846]2.9.2 Present Board of Directors:
	Professor Md. Anwarul Azim Arif
	Chairman

	Mr. Md. Sayedur Rahman
	Vice Chairman

	Mr. Belal Ahmed
	Vice Chairman

	Alhaj Sk. Mohammad Rabban Ali
	Director

	Mr. Abdul Awal Patwary
	Director

	Mr. Abdul Jabbar Mollah (C.I.P) 
	Director

	Mr.M. Kamal Uddin
	Director

	Mrs. Nargis Mannan
	Director

	Mr. Mohammad Nabi Ullah
	Director

	Dr. Md. Jahangir Hossain
	Director

	Mr. Abul Basher Bhuiyan
	Director

	Ms. Badrun Nessa
	Director

	Mr. Arshadul Alam
	Director

	Mr. Ali Hasan Md. Mahmud
	Director

	Mr. Md. Aminuddin
	Director



Chart: Present Board of Directors

[Source: SIBL Website]






[bookmark: _Toc515036847]2.10 Products of SIBL:
The product or services offer by SIBL Ltd is shown in a chartProduct offering




Products

Services
SIBL Securities & financial service
Treasury Services
Remittance Service
· Locker Service
Cards
· Credit Card
· Debit card
Remittance

· Wage Welfare Deposit Pension Scheme
· Overseas Employment Loan Scheme
· 




		Loan & Advance Products
· Working Capital Financing
· Commercial & Trade Financing
· Long Term Capital Financing
· House Building Financing
· Retail & Consumer Financing
· Agricultural Financing
· Import & Export Financing
· 
Retail/Consumer Loan Products
· Consumer Finance Scheme
· Personal Loan
· Education Loan
· House Repairing & Renovation Loan
· Home Improvement Loan
· Car Loan Scheme



Deposit Products
· Current A/C
· Savings Bank Deposit A/C
· Special Notice Deposit A/C
· Term Deposit A/C
· Premium Term Deposit A/C
· Instant Earnings Term Deposit
· Special Savings Scheme
· Money Double Program
· Money Triple Program
· Special Deposit Scheme
· RFCD












Chart: Product/Service Offering

[bookmark: _Toc515036848]2.11 SIBL branches at near and Dhaka City:
	Place
	Branches

	Ashulia
	Ashulia Branch

	Babu bazaar
	Babu Bazar Branch

	Banani
	Banani Branch

	Khilgaon
	Banasree Branch

	Tungipara
	Bangabandhu Samadhi Soudho Branch

	Bangshal
	Bangshal Branch

	Bashundhara
	Bashundhara Branch

	Begum RokeyaSarani
	Begum RokeyaSarani Branch

	Bhairab
	Bhairab Bazar Branch

	Narayangonj.
	Bhulta SME/KrishiBranc

	Motijheel
	Corporate Branch

	Demra
	Demra Branch

	Dhanmondi
	Dhanmondi Branch

	Gausia
	Gausia Branch

	Jatrabari
	Donia Rosulpur Branch

	Fatullah
	Fatullah Branch

	Motijheel
	Foreign Exchange Branch

	Nobabgonj
	Galimpur SME/Krishi Branch

	Uttara
	Garib-E-Newaz Avenue Branch

	Gopaldi Bazar,
	Gopaldi Branch

	Gulshan
	Gulshan Branch

	Islampur Road
	Islampur Branch

	Karanigonj
	Keranigonj Branch

	Jamalpur
	Koyrabazar Branch

	Mirpur
	Mirpur Branch

	Gulshan
	Mohakhali Branch

	Mouchak More
	Mouchak Branch

	Narayangonj.
	Narayangonj Branch

	New Eskaton Road
	New Eskaton Branch

	Dilkusha
	Principal Branch

	Panthapath
	Panthapath Branch

	Savar
	Savar Branch

	Uttara
	Uttara Branch

	Tangail
	Tangail Branch



[Source: SIBL Website]













[bookmark: _Toc515036849]2.12 Different section of Gausia Branch:
SIBL
Gausia Branch




                Foreign Exchange 
                           Section
                    General Banking
                             Section


               Cash Management
                         Section



                      Investment 
                      Section



                          Remittance 
                              Section



[Source: SIBL Website]
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[bookmark: _Toc515036852]3.  Literature Review:
[bookmark: _Toc515036853]3.1 Definition: 
Human resources are the people who make up the whole organization, business sector and economy. Human resource department of an organization deals with hiring, administrating, employee benefits, orientation, retention and training of staff. It is formally known as personnel.  Human resource is for managing whole resources related to employees.
According to William R.Tracey “The people that staff and operate an organization.”
[Reference: Human Resource and Management, William R. Tracey]
[bookmark: _Toc515036854]3.2 History of Human Resource:
At early 1920’s in US was largely concerned about technical aspects of hiring, training, evaluating and compensation of employees and very much of ‘Staff’ function of organizations. That field did not focus on the relationship of rather than employment practices on overall organization practices or on the performance or on the systematic relationships among such practices if organization. 
Human recourse developed in feedback of the substantial demand increase in competitive pressures of USA business organizations began by the late 1970s as a result of such factors of globalization. And rapid change of technology. These pressures gave boost to an enhanced concern on the part of organizations to use strategic planning of a process of future changes in the environment conditions. 
Human recourse is also known as personnel management includes all the activities undertaken by an organization to ensure the proper use of employees toward the attainment of individual, group and organizational goals.
Organizations Human resource functions focus on the employee side of the organization. Which consists of practice that helps the organization to deal properly with its employees during various time of the employment cycle which includes pre hiring, staffing and post hiring. 
In the history in various times human resource management has changes in name. it was mainly change its name due to the change in social and economic activities throughout the history.
Industry Welfare: Industry welfare was the first form of human resource management. The factories act stated that there should be male factory inspectors in 1833. Legislation was passed in 1833 to regulate the hours of work for children and women by having 60 hour week. 1st trade union conference was held in 1868. Collective bargaining starts that time. A conference was organized by Seebohm Rowntree for industrial welfare in 1313.Later Chartered Institute of Personnel and Development was formed for welfare workers association was formed. 
Recruitment and Selection: During 1st world war it all started when Mary Wood was asked to start engaging girls. Personnel development increased due to government initiatives to encourage the best use of people in the 1st world war. It became mandatory to have welfare worker in explosive factories and encouraged in munitions factories in 1916. By the army forces a lot of work was done in this field. To test abilities and IQ along with other research in human factors at work this was focused by the armed forces. The national institute of psychologists established and published results in 1921 on selection tests, interviewing techniques and training methods.
Actuation of other Personnel Activates: Recruitment and selection was the focus during the 2nd world war and later training, discipline, improving moral and motivation, joint consultation and wages polices, health and safety was focused.
Industrial Relations: During war consultation between management and workforce spread. Personnel departments became responsible for its organization and administration that time. The focus became health and safety and the need for specialists. When discussions where held with trade unions the need for specialists to deal with industrial relations was formed so that the personnel manager became as spokesman for the organization. Industrial relations were very important in the 1970s. In 1970 reinforced the importance of a specialist role in industrial relations negotiation. Negotiate deals about pay and other collective issues these were the authority of the personnel manager. 
Legislation: Employment legislation increased and the personnel function took the of specialist advisor ensuring that managers do not violate the law that cases did not end up in industrial tribunal in 1970.

Flexibility and Diversity: A major trend rise where employers were seeking increasing flexible arrangements in the hours worked by employees due to an increase in number part time and temporary contacts and the invention of distance working in 1990. Traditional recruitment practices are useless in the workforce and patterns of work are becoming diverse. The growth uses of internet move the society 24/7 in 2000. While jobs were lost in local area shops in e-commerce created new jobs. These increase the number of employees to work from home. In this development rise organizations need to think strategically. The role of HR managers will change as the changes occur. 
Information technology helps some functions of human resource management and they are:
· Systems for e-recruitment
· On-line short listing of applicants
· Developing training strategies on-line
· Psychometric training
· Payroll systems
· Employment data
· Recruitment administration
· References
· Pre-employment checks                                                                                                        
Information technology helps solving complex tasks which will take more time for solving to HR managers. Information technology also ensures that to make decisions a huge number of information is available.
[Source: Article of Vinay Kumar] 
[bookmark: _Toc515036855]3.3 Importance of Human Resource: 
Importance of human resource occurs daily in workplaces. Few employees consider Human resource as the policing, traumatizing, systematizing arm of executive management. Employees take these human recourse as gatekeepers, people cares a little interest in employee concerns. 
These employees also take human resource as supporting managers, not regular employees. They associate horrible goals and motives to HR staff and talk about why they don’t like HR.
HR has to balance the interests of five different stakeholders and this one of the problem so these employees may feel their interests are ignored. So HR needs to perform a better job for its own and teaching employees about they are contributing.
Here some reasons why a good HR department is critical to an employee-oriented, productive workplace in which employees are energized and engaged:
· HR observes the culture of an organization. Organizations say that HR owns the culture but employee relations matters as in all, that ownership should spread across all employees.
· HR holds overall talent in management processes. Combination with other managers HR managers tops in the way in management development, performance management, succession planning, career paths and other form of talent management. HR managers can’t do this all alone and depends heavily on managers and executive staff to help to develop the plan and execute the strategies. Allover HR needs to bring new ideas and effective practices into the organization.
· HR gives market based salaries and develops strategic compensation plan. Due to proper guidance of HR managers provide and determine the salary ranges within the organization.
· Employee benefits programs that attract and retain best employees that are research, recommend and implement by HR. HR also controls costs and consider various options before recommendation.
· HR recommends and institute strategies for people and the organization that an organization needs any further strategic goals. If organization changes any direction, developing new products, changing mission, vision and goal HR lead it with employee programs and processes.
· HR speaks for employees who have issues with management and managers, executives who seek more effective approach to working with particular employees. Everyone do not love each other but they need to build effective working relationships for contribution and productivity for the organization. HR helps them by knowing the employees well and plays a necessary role of leader, mediator and advocate.
The importance of HR cannot be declined in our day to day life in workplace. Without HR’s contributions organizations are nothing. Organizations would not be successful without HR’s contribution. Every employee is satisfied and giving their best productivity for HR. 
[Reference: Strategic Human Resource Management by Bratton, Jhon]
[bookmark: _Toc515036856]3.4 HR Practices: 

Functions of HR:
[bookmark: _Toc515036857]3.4.1 Operative Functions: Human resource management follows the following functions of operative function and they are:
· Job analysis and design
· Recruitment and selection
· Compensation management
· Industrial law and labor relations
· Performance appraisal
· Training and development 
[Source: Fundamentals of Human Resource Management by Raymond Noe]

3.4.1.1 Job Analysis and Design: 

Job Analysis: The process of determining and recording all the information about a specific job, including the tasks involved to the job, the knowledge and skill required for that job, responsibilities of that job and the abilities for that job is known as job analysis. It differentiates from one job to another job. Job analysis is also referred as Job Review and Job Classification. Job analysis is primary way to collect job related data. The process result for collecting and recording data sets including Job Description and Job Specification. Job vacancy cannot be full filed until HR manager has these two data. It is very important to define them correctly in order to fit the right person at the right place at the right time. It helps both employer and employee to understand what exactly needs to be delivered and how to do. Job description and job specification both are important parts of job analysis. It helps an organization and workers cope with many challenges if it is written clearly. 
[image: ]
Chart: Job Description and Job Specification
Job Description: Job description is basically job-related data that is useful to advertise a specific job and attract a pool of talent. Job description includes information such as job tile, job location, reporting to and of employees, job summary, job nature and objectives of job, tasks and duties to be performed during job, working conditions, machines, tools and equipment’s  to be used by an expected worker and risk involve in it.
Job Specification: Job specification is known as employee specification, a job specification is a written statement of educational qualifications, specific qualities, level of experience, physical, emotional, technical and communication skills required to perform a job, job responsibilities involved in a job and other unusual sensory demands. It also includes general health, mental health, intelligence, aptitude, memory, judgment, leadership skills, emotional ability, adaptability, flexibility, values and ethics, manners, creativity etc.
[Source: Human Resource and Management by Angelo S. Denisi and Ricky W. Griffin]
3.4.1.2 Recruitment and Selection: 

Recruitment: Recruitment is the way of searching the perfect candidate with desired skill, knowledge and experience for the organization to fill up most perfect employee for the desired position as described on job description and job specification. 
The main reason of the recruitment process is to find out a large applicant to provide the best opportunity to the best employee for the required position of the organization.
Selection: when a group of candidates select thorough the recruitment process most deserving candidate but not for interview, tasting or reference is checking. The main reason for the selection is to make sure that the best employee is selected for the organization with skill, knowledge and activities.
 Strategies of Recruitment and Selection: An effective recruitment strategy is outstanding to the success of any organization. The recruitment and selection function can be a costly and inefficient process if it is not approached in a systematic and proactive manner. Strategies for recruitment and selection are given below:
· It ensures that the organization has the necessary skills, knowledge and attributes to meet current and future strategic and operational requirements.
· It ensures supply and meets demand requirements.
· It increases the pool of potential applicants.
· It improves the selection process by ensuring that only those candidates that meet the requirements of the position are selected for further investigation.
· It can impact on the likelihood that is suitable for candidates who will accept that job offer.
· It increases organizational effectiveness. 




Interview: Interview is a conversation where questions are asked and answers are given. The word Interview refers to a one-on-one conversation with one person acting in the role of the “interviewer” and the other in the role of the “interviewee”. The interviewee asks questions and the interviewee replies. 
Types of Interview: There are several types of interview and they are discussing below:
· Phone Interview: Phone interview is the best way to ensure that the candidate has good phone presence and meet the requirements. It saves a huge time. This interview takes 5-10 minutes.
· One-on-One, Face-to-Face or Personal Interview: This is the most common interview. Here interviewee and interviewer sit face to and the interview is conduct.
· Skype/ Video Interviewing: This interview is actually for travelling. Here both interviewer and interviewee conduct their interview by a video call. 
· Small Group Interview: This interview is arranged to check the leadership style of the candidate. Candidate who rocks this group interview is selected for the desired position.
· Committee or Panel Interview: A committee or panel interview is candidates’ meets with decision taking for once for the organization.
· Stress Interview: This is the worst interview method. Candidates were under in pressure and stress. This is the method to check how candidates react on situation.

[Source: Human Resource and Management by Angelo S. Denisi and Ricky W. Griffin]






3.4.1.3 Compensation Management: 

Definition of Compensation Management: Compensation management is the process of determining the standard salary and wages structure for the employees. Compensation management maintains this salary structure of the company. There are functions of compensation management:
· Equity function
· Motivation function
Equity function is current performance based and motivation function is past performance based.
3.4.1.3.1 Types of Compensation:  There are several types of compensation and they are:
· Base payment.
· Commissions.
· Overtime Payment.
· Bonuses, profit sharing, merit pay.
· Stock Options.
· Travel, Meal, Housing Allowance.
3.4.1.3.2 Methods of Compensation: 
Organizations need to develop a compensation package for their employees depending on the size and type of business. Employers may choose to compensate employees in a different number of different ways.
1. Wages and Salaries
2.  Commissions
3. Piece-Rate Plan 
4. Combination Plan
5. Draws 
6. Bonuses
7. Profit Sharing Payments
8. Other Taxable Forms of Compensation
9. Non-Cash Fringe Benefits 
10.  Reimbursed Expenses 
11. Sick Pay 
12. Tips
13. Supplemental Wages 
14. Exempt Payments
[Source: Compensation Management by Dipak Kumar Bhattacharyya.]

3.4.1.4 Industrial law and labor relations: 
Labor Law: Labor law is the body of laws, regulations, administrative rules and procedures which address the legal rights of and restrictions on labors and the organization. It deals with many aspects of relationships between trade unions, employers and their employees. This law is to reduce the difference between the Employer and Employees which leads Industrial Growth and Growth of Nation.
3.4.1.4.1 Laws passed under Industrial and Labor Relations Act:
 Laws of industrial relation: 
· The trade unions act 1926. 
· The industrial employment act, 1946. 
· The industrial disputes act, 1947. 
Laws related to Equality and Empowerment of Women: 
· The maternity benefit act, 1961. 
· The equal remuneration act, 1976. 
Laws related to Wages: 
· Workmen's compensation act, 1923. 
· The payment of wages act, 1948. 
· The working journalist act, 1958. 
· The payment of bonus act 1965.
 Laws related to working condition: 
· The factories act, 1945. 
· The contract labor act 1970.
·  Shops and establishments act 197.
·  Dangerous machines act 1983. 

Laws related to social security: 
· The employees state insurance act 1948.
· The employees’ provident fund and miscellaneous provisions act 1952.
· The payment of gratuity act 1972. 
· The unorganized worker's social security act, 2008. 
· Employers’ liability act, 1930. The children act, 1938. 
· The bonded labor system act, 1986. 
· The employment of Manual Scavengers and Construction of Dry Latrines Prohibition Act, 1993.
[Source: Bangladesh Labor and Industrial Law by Prof. A. A. Khan]
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[bookmark: _Toc515036860]4.1 Performance appraisal:
Performance appraisal system is the process of measuring the given targets or the performance of the employee. 
Managers are afraid to provide sudden feedback with employee’s foe the fear of having a bad relationship with employees who work for the organization.  Employees may feel that managers are not skilled and they are not discussing their lacking of work.
Managers complain about PAS that it is very time consuming and awkward to rate an employee for their performance. For employee and manager both think it is a burden to a work place and it affects in the relationship with employee and manager.

Performance appraisal program is a primary reason to watch employee performance, motivate employees and improve organizational principle. Performance appraisal monitors performance which is go through performance appraisal form. When employees know that the organization is monitoring their performance and they will be rewarded for that automatically they perform their best for the organization. 

Self-confidence is improved when employees receive recognition or reward for their work. An effective performance appraisal program will assist the organization to achieve its goals and objectives. Only training needs will not be identified and addressed during performance appraisal review but also hidden talent can be identified as well as. 

[Source: Performane Appraisal, Performance Management, and Improving individual Famework by Angelo S. Denisi]




[bookmark: _Toc515036861]4.1.1 Objective of Performance Appraisal: 
Objectives of performance appraisal are given below:
· To find out the importance of the performance appraisal system from the point of view of the managers and employees.
· To create many job positions on requirements of performance.
· Determine each and every step to review for the end of performance.
·  To make the environment for review of performance.
· Arrange discussion for the performance appraisal. 

[Source: European Management Journal]

[bookmark: _Toc515036862]4.1.2 Principles of Performance Appraisal: 
Principles of performance appraisal system are discussed below:
· Performance appraisal is an ongoing basis which increases individual’s commitment.
· Performance appraisal vary performance short-term specific component to individual goals including long-term, team oriented goals that are consistent with continues improvement of the organization as a whole.
· Performance appraisal’s aim is to measure each and every employee’s performance and to communicate with them.  
· It increases mutual understanding among the employees to set up a goal and their performance level at the organization. 
· Employees increase their responsibilities for their career planning.
[Source: European Management Journal]

[bookmark: _Toc515036863]4.1.3 Importance of Performance Appraisal:
Importance of Performance appraisal is given below:
· Feedback: Performance appraisal provides a perfect feedback on the basis of performance.
· Motivate: Performance appraisal motivates employees to give their best to the organization.
· Setting Goals: Performance appraisal describe a goal setting to management that generates best performance to the organization.
· Discuss poor performance: Not everyone in the organization performs best there are some employees who do not able to give 100% to the organization so performance appraisal forces managers to confront those employees to perform according to organization’s expectation.
· Determine the changes of compensation: Performance appraisal provides the tool to make sure that those employees who do the best work from others for the organization will receive more pay.
· Encourage for Coaching and Mentoring: Performance appraisal find out the areas where coaching is necessary and encourages managers to take a good coaching role.
· Support Manpower Planning: Well behaved organizations regularly asses their bench strength to make sure that they have the best talent that they will need in future for organization’s well fair.
[Source: European Management Journal]

[bookmark: _Toc515036864]4.1.4 Methods of Performance Appraisal: 
There are several ways to measure performance appraisal. Methods are describing below:
1. Balance Scorecard: Balance scorecard describes what management is achieving expected result. Balance scorecard translates Mission and Vision statement of the organization’s into set of objectives that measures performance. 
2. Critical Incident Method: Critical incident method of performance appraisal is in which the manager writes employees positive and negative attitude during their working period.
3. Weighted Checklist Method: Weighted checklist method describes the performance appraisal method where rater is familiar which the jobs are evaluated where managers prepare a list of employee’s effective and ineffective behavior through the job and it is descriptively written. 
4. Paired Comparison Analysis: Paired comparison analysis is a very important way to light up the importance. A range of possible options are listed. Each of the options is compared against each of the other options. The results of the method are tallied and the option with highest score is the preferred option for appraisal. 
5. Graphic Rating Scale: The graphic rating scale is a scale where managers only measure the level of performance of the employees. This is the oldest and mostly used form in the appraisal method.
6. Essay Evaluation Method: Essay evaluation describes the strengths and weakness of an employee’s behavior. Essay evaluation is a non-quantitative method. Essay evaluation is used with graphic rating scale.
7. Behavior Anchored Rating Scales: Behavior anchored rating scale method describes a performance rating that focused on specific behaviors or set indicators defining effective or ineffective performance. Behavior anchored rating scale is a combination of the rating scale and critical incident techniques of employees performance evaluation. 
8. Performance Raking Method: Performance raking method is used to evaluate employee performance from best to worst. Managers will compare one employee to another employee rather than comparing each one standard measurement.
9. Management by Objectives (MBO): Management by objective is a process where managers and employees set a goal and for a specific period and evaluate the performance and reward them according to their performance outcome. 
10. 360 Degree Performance Appraisal: 360 degree performance appraisal is a feedback system or process employees receive confidentially. This feedback is taken from the each employees and subordinates, peers who work together.
11. Forced Ranking Distribution: Forced ranking distribution is a method where performance appraisal is done by rank employees but in order of force distribution. 
[Source: Mc Millan, J. D., and H. W. Doyel (1980). Performance Appraisal: Match the Tool to the Task, Personnel]

[bookmark: _Toc515036865]4.1.5 Errors of Performance Appraisal:
Performance appraisal is done by the managers or supervisors to monitor employee’s performance. Performance appraisal is done by them under different situation at different place and different mind at different time. Their judgments are likely to be affected on employees. They are human being so their psychology, liking, disliking, preference, judgments etc. varies as everyone is not same so it affected on employees performance appraisal. Proper care and guide line should be following and fair appraisal should be done. Errors can be take place in performance appraisal system and they are:
· General Bias Errors: It depends on the attitude of the manager or supervisor. Some managers may be very strict and some may be very liberal during work. Managers may not consider the actual work performance that assigning to the employees so it affects everyone in general.
· Halo Affect: During work when manager or supervisor considers or gives importance to one principle of the assessment and ignore the other factors then errors are likely to take place in performance appraisal and this is call halo effect. It gives employees wrong assessment of work.
· Relation Rating Error: When one task is similar to other task then the supervisor gives more importance to the logical relationship. For which errors occurs. 
· Contrast and Similarity Errors:  When supervisors or managers assess the other employees based on their own assessment like similar or contrast of the employees.
· Central Tendency Errors: When the appraisal does not take any steps for evaluation and avoids the two ends that mean the appraisal is following the central path where manager or supervisor gives average rating to the performance of the employees. The range of this appraisal is very narrow. This system do not satisfies the excellent performance of employees but it is very good for poor performers who do not give their best to the organization.
· Proximity Errors: When managers asses one high side then the manager asses others also high side this is call proximity error. He wants to justice with everyone but at the starting he has done the wrong assessment which affects the whole appraisal system.
[Source: Mc Millan, J. D., and H. W. Doyel (1980). Performance Appraisal: Match the Tool to the Task, Personnel]





















[bookmark: _Toc515036866]4.1.6 Performance Appraisal System of Social Islami Bank Limited: 
At Social Islami Bank Limited employee’s performance appraisal system is done through ACR. The performance appraisal is done once a year. Manager and supervisors start their appraisal from January to February then employees get the incentive at March according to their appraisal. For performance appraisal managers and subordinates evaluate their performance by:
· What employees are doing?
· Are they fulfilling yearly target or not?
· Weather they are fulfilling their duties and responsibilities to work.
· Weather they bring any extra investment to the bank.
· Their extra curriculum activities.
· Their training result. 
These basic things are observed for performance evaluation but they get incentive according to their every SIBL branch they make every profit they divide them into their employees as incentive of performance appraisal. 
Social Islami Bank Limited gives every employee get minimum 3 incentives of their basic salary. This performance appraisal and targets of investment helps employees to get promotion. After every two years they get promotions.
[bookmark: _Toc515036867]4.1.6.1 Performance Appraisal Policy: 
Performance appraisal is usually done by HR department. HR department tries their best to make the performance appraisal will be clear and smooth. It is conduct yearly.
By PAS HR managers try to focus on following things:
· How to improve performance?
· How motivate them?
· Where is the lacking?
· What they were expecting?
· Is the leadership style is okay?
Getting all these answers means how and which training should give to employees. To find out the motivation factors to motivate employees. Finding the lacking of knowledge and examine them and giving them the training of improve learning from past performance. Learn more and taking training on leadership.
[bookmark: _Toc515036868]4.1.6.2 Performance Appraisal System: 
There are three parts of appraisal. Two parts is filling up by the employees. They fill up that information which is written there in that form which is theirs personal information. And the third part of the form is filling up by the manager by ratting those employees. 
Managers mark them with following:
	Excellent
2.5
	Good
1.5
	Average
0.75
	Below Average
0.0



Those who get Excellent 2.5 they get 5 incentives mean their basic salary 5 times as a performance appraisal bonus. Those who get good 1.5 get 4 incentives as performance appraisal bonus. Those who get average 0.75 they get 3 incentives mean their basic salary 3 times as a performance appraisal bonus. Those who get below average 0.0 they do not get incentives as performance appraisal bonus.
· Excellent: Excellent means manager gave that employee all excellent marks on each sector. Means employee has completed all the tasks excellently; fill up all targets, work performance is more than expectation.
· Good: Good means targets all not that good fill up, performance is good with in expectation level, targets are within expectation level, given work plan is within the expectations.
· Average: Average means targets are closely fill up, performance is close to the expectation level, given work plan is close to the expectations.
· Below Average: Below average means targets all not fill up, performance is below with in expectation level, targets are below expectation level, given work plan is below the expectations.
[bookmark: _Toc515036869]4.1.6.3 Performance Appraisal Award: 
There is an award system at SIBL for best performance. If an employee gets excellent in PAS he/she will get the best employee of the year. At a certain position mostly in upper management they get out of country vacation as a gift. As an award employees also get promotions after every 2 years.
4.1.6.3.1 Promotion:
Promotion is generally occurring by merit and performance and reference. Those who performed well they get early promotion. Usually HR deferment promotes employees in every 3 years.
4.1.6.3.2 Increment: 
Increment depends on SIBL’s every brunch annual profit. The annual profit is distributed among the employees as increment of PAS. It is given annually to the employees.
4.1.6.3.3 Special Promotion: 
If any employee gets outstanding marks on PAS he/she will get special promotion for extraordinary performance. That employee shall not wait for 3years for the promotion.

[bookmark: _Toc515036870]4.1.6.4 Performance Review after Performance Appraisal:
After performance appraisal manager calls for a meeting and review their appraisal. Those employees whose performance is not up to the mark they are monitored and they were take special care. Manager freely discussed with every employee with their performance and yearly target which helps them to get extra marks at their next PAS.









[bookmark: _Toc515036871]4.2 Training and development:
Training is the learning process it seeks a relatively change in an individual which improves the ability to perform better job. Training can involve in the changing in skills, knowledge, attitudes towards to work. It means change in what employees know, how they work, their attitudes towards to work and their interaction with their co-workers and supervisor.
Training and development both are similar in the method use to affect learning, their time frames just differ. Training is present day oriented and its focus is only individual’s current jobs, enhancing those specific those specific skills and abilities to perform the job. 
[Reference: Wikipedia] 
Training:
Training involves individual’s knowledge, sharping skill, concept of rules, changing attitudes and behaviors to job. Training enhances the performance of employees leading to skilled behavior. 
· Training is not what employee wants in life; it’s knowing how to reach it.
· Training is not where employee want to go but it’s the way how to go there.
· Training is not how high employee want to rise but it’s the way how to take off.
· Training is not what employee dream of doing but its having the knowledge to do it.
· Training may not be quite the outcome employee aiming for but it will be an outcome.
· Training is not a set of goal but it’s more like a vision.
Training is all about knowing where employee send no matter how good or bad the current situations looks at present and where you will be after some point of time. Training is about accusing the knowledge, skills and abilities (KSA) through professional improvement. 
[Source: Wikipedia] 


Development: 
Development is the process of increasing the efficiency and changing behavioral pattern and mentality toward particular issues for achieving the organization’s goals. In any attempt to improve current or future management performance which is by imparting knowledge and changing attitude or increasing skills is call development.  Development is for organization’s long term efficiency that will benefit in the future.
[Source: Wikipedia] 
[bookmark: _Toc515036872]4.2.1 Approaches of Training and Development:
There are two approaches of training and they are:
1. Traditional Approach: In past organizations never used training method. They were holding the traditional view that managers are born they are not made. They also believe that training is a costly program for the organization and it doesn’t carry any benefit for the organization. Organizations used to believe in executives pinching.
2. The Modern Approach: Now the scenario is changing in the organizations the modern approach of training and development they know the importance of corporate training for the organization. Training is now more of retention tool than a cost. Now the training system has been changed for to make the organization a smarter workforce and output the best results.
[Source: Importance of Training and Development by M. Louise Walters]

[bookmark: _Toc515036873]4.2.2 Role of Training and Development: 
Training plays a major role now a day at the organization. The role of training and development is described below:
· Organizational Culture: Training and development helps the organization to improve organizational culture and effectiveness. It helps to create the learning culture within the organization.
· Development of skills: Training and development is need for each employee so it helps to increase the knowledge and skill of employees. It creates the horizons of human intellect and an overall personality of employees.
· Utilization of Human Resource: Training and development helps to utilize the HR so that it can help the employees to achieve the organizational goal and also individual goal.
· Productivity: Training and development helps employees to gain long term goals of the organization.
· Team Spirit: Training and development creates and increases the opportunity to work as team so that organization may achieve its goal. It creates opportunity to work as a team.
· Organizational Climate: Training and development creates a positive environment to the organization so that employees feel easy to work and also feel about that the organization belongs to them.
· Obsolescence Prevention: Training and development programmers make opportunity for creative employees and helps the manger to prevent manpower which may be due to age, temperament, motivation or the disability of a person to adapt the technological changes in the organization.
· Quality: Training and development helps to improve employee quality of work and work life.
· Healthy Work-environment: Training and development ensures a healthy work environment to the workers so that they can give their best to the organization.
[Source: Importance of Training and Development by M. Louise Walters]
[bookmark: _Toc515036874]4.2.3 Inputs of Training and development:
The inputs of Training and development are given below:
· Skills: Training and development is the most important part to increase skills of employees. If a worker needs skill to use a machine and other equipment with least damage then employees, supervisor and executives also needs interpersonal skills, executive needs. Interpersonal skill is very necessary to understand one and others.
· Education:  the main reason of education is to learn the theoretical concept and develop the sense of judgment. Human resource department better knows the importance of education at any Training and development program. So many organizations encourage employees to do some courses on the free time or part time.
· Development: Training and development is not skill oriented but it is knowledge oriented. Organization uses this tool for the development of the organization.
[Source: Training, Needs, Analysis and Evaluation by Frances and Roland Bee]





[bookmark: _Toc515036875]4.2.4 Steps of Training and Development: 
There are five steps of training and development and the chart is given below:
Need Analysis


Instructional Design



Validation

	Evaluation
Implement the Process







Chart: Steps of Training and Development.

[Source: Training, Needs, Analysis and Evaluation by Frances and Roland Bee]






[bookmark: _Toc515036876]4.2.5 Process of Training and Development:
The process of Training and Development is given below:
Motivated and Committed Employees
Training and Development Program
Potential Managers 
Unskilled Employees
New Employees
Skilled Employees
Competent Managers

Chart: Training and Development Process
Training and development program works as a transforming process at any organization. In these process new unskilled employees who enter into the organization they need training and developed themselves. An effective training can ensure motivation, commitment of an employee so that they can perform well in the organization.
[Source: Training, Needs, Analysis and Evaluation by Frances and Roland Bee]






[bookmark: _Toc515036877]4.2.6 Methods of Training and Development: 
There are two types of training and development.
1. On-the-job Training: On-the-job is the heart of training program. This training program is also known as “Soap Training”. The process of on-the-job training program is given below:
· Instructor Preparation: Instructor divides logical parts to create a lesson plan and select the training techniques.
·  Trainee Preparation: Place the trainee at the desired training program. Relate the needs assessment of trainee regarding to his promotion.
· Present the Task:  Present the overall task to the trainee. Describe him the known to unknown things and easy to difficult things. Make him the adjustment with the place. Describe each steps of task.
· Tryout the Performance: Need to explain all prior steps to the trainee and be aware of leaning and motivation. Should provide the feedback of the performance.
· Follow Up: Give a positive follow up at the start.

2. Off-the-job Training: Off-the-job training methods are:
· Classroom Lectures: Lectures are designed to communicate the interpersonal technique or problem solving skills.
· Films and Videos: Using multi Medias to specialized skills that are not easy to present by other training methods.
· Simulation Exercises:  trainings are actually for performing the work. This includes case analysis, role playing and group discation etc. 
· Computer Training: Computer is the most important thing at work place. Employees need to learn all the technology so computer training is so important.
· Case Study: Giving trainees case study and make them solve it is very good. Case study will clear the theoretical concept. 
· Outdoor Seminars: Sending employees to attend seminars. Us allay many university organize program and calls them to attend those seminar.
· University Related Programs: Some university arranges programs and calls employees for motivational speech of the students. So organizations send employees so that their interpersonal skill develops.
[Source: Importance of Training and Development by M. Louise Walters]





















[bookmark: _Toc515036878]4.2.7 Training and development Activities of Social Islami Bank Limited:
Social Islami Bank Limited is always concern about their employee performance so they offer their employees training and development program whenever they get chance to arrange. They organize their training at their head office Motijheel. They have their own training center. Their HR department ensures them a better training program. Most of their training program is banking related. Most of trainings occur on-the-job at their head office. And off-the-job-training held most of the time at BIBM. 
[bookmark: _Toc515036879]4.2.7.1 Training and Development offered to their employees by SIBL:
· Foundation Training: This foundation training is mandatory training. Every employee needs to take this training with in 2 to 3 months. In this training employees are trained with general activities of banking.
· Anti-Money Laundry Training:  This training is mandatory training. Every employee needs to take this training with in 2 to 3 months. In this training they are given training on money laundry how they will prevent money laundry.
· Investment Administration: This training is only for investment department people. They trained about investment related things in this training.
· Documentary Credit: This training is mandatory training. Every employee needs to take this training with in 2 to 3 months.
· Sharia Compliance: This training is mandatory training. Every employee needs to take this training with in 2 to 3 months. All the Islamic principles SIBL follows on those principles employees take training.
· Business Development: This training is mandatory training. Every employee needs to take this training with in 2 to 3 months. How to develop their business they take training on that.
· Marketing of Financial Services: This training is mandatory training. Every employee needs to take this training with in 2 to 3 months.
· Software: This training is mandatory training. Every employee needs to take this training with in 2 to 3 months. In this training employees trained about the important software’s of SIBL.
· Islamic Banking Operation: This training is mandatory training. Every employee needs to take this training with in 2 to 3 months.
· IT training: This training is mandatory training. Every employee needs to take this training with in 2 to 3 months.
· Foreign Exchange: This is the most important training for the Remittance department. 
· Customer service Improvement: This training is mandatory training. Every employee needs to take this training with in 2 to 3 months.
· SME: Employees get the training of SME. This is the mandatory training for Loan Department.
· Treasury Operation: This training is mandatory training. Every employee needs to take this training with in 2 to 3 months.
· Basic concept of Bankers: This training is mandatory training. Every employee needs to take this training with in 2 to 3 months.
· Workshop: This training is mandatory training. Every employee needs to take this training with in 2 to 3 months.
· Risk Management: This training is mandatory training. Every employee needs to take this training with in 2 to 3 months.
· Loans and advance reporting: This training is mandatory training. Every employee needs to take this training with in 2 to 3 months.
· House Keeping: This training is mandatory training. Every employee needs to take this training with in 2 to 3 months.
· Retail Banking: This training is mandatory training. Every employee needs to take this training with in 2 to 3 months.
· Cash Management: This training is mandatory training. Every employee needs to take this training with in 2 to 3 months.
All of these trainings are offer by SIBL to their employees. Some of them are mandatory to after join the work. And some are selected by the supervisor when Head Office informs them training program is going to held. Foundation training on General Banking, Investment and Foreign Exchange these are mandatory training programs which take 1 to 2 months’ time and employees must do these trainings within 2 or 3 months of joining. Anti-money laundry and Sharia Compliance is also mandatory training for each employee.
[bookmark: _Toc515036880]4.2.7.2 Methods SIBL Follows for Training and Development:
4.2.7.2.1 On-the-job Training:
SIBL offer their employees on-the-job training and they are:
Job Rotation: SIBL HR department send employees to various department to learn all types of banking work to develop their skills and to cope up with the environment.
4.2.7.2.2 Off-the-job Training:
SIBL HR department rarely offers their employees for off-the-job training. SIBL usually get call for off-the-job training from BIBM. HR department only send top level management for off-the-job training. 
[bookmark: _Toc515036881]4.2.7.3 Training and Development Evaluation:
HR department have their own training evaluation instructor. They mark employees and send the evaluation result to their brunch manager. The evaluation is both descriptive and formative. This training and development evaluation is used to the PAS form for promotion and appraisal. 
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[bookmark: _Toc515036883]SWOT Analysis, Findings, Recommendation and Conclusion







[bookmark: _Toc515036884]5.1 SWOT Analysis of SIBL:


Strengths:
· Membership with SWIFT.
· Online banking system.
· Islami Shariah based banking system.
· Energetic as well as smart work force.
· Strong Financial Position.
· Efficient administration.
· SIBL do their PAS very practically which is effective for the employees. 
· SIBL have their own training center which is very good for their organization for which they can reduce training cost. And their core trainings are very efficient of both employees and organization.
· Working environment. 



Weakness:
· Existing manual vouchers.
· Lack of consumer credit scheme.
· Marketing policy is not well setup.
· They should hire some employees as this is not sufficient as I have observed. 
· HRM planning is not much they only concern when they do performance appraisal.
· Their workforce is very small. HR department should focus on that as they have huge number of employees.

Opportunities:
· Huge business area.
· Growth of sales volume.
· Few competitors practicing Islamic Banking.
· Develop relations and correspondence with foreign banks.
· HR practices.
· Need to hire more smart and delegated employees.

Threats:
· Competitors have more attractive deposit schemes.
· Entrance of new private commercial banks.
· Govt. imposes high rate of taxes and VAT.
· Bangladesh Bank has no well-established Islami Banking Rules.



[bookmark: _Toc515036885]5.2 Findings:
· Employees are satisfied with their performance appraisal system.
· Performance appraisal system is the key of promotion.
· Filling the targets can achieve employees their desired goals.
· SIBL creates the image organizing training programs in the banking industry.
· HR department never let other departments down by arranging training programs.
· HR department is so helpful for the employees.
· They motivate employees by training and performance appraisal.
· Training objectives are clear to each employee.
· Training program is meeting with the expectations.
· Outside trainings are useful too.
· Employees are aware of PAS and Training and Development.
· Training materials are detailed. 
· SIBL gives flexible timing of training.









[bookmark: _Toc515036886]5.3 Recommendation:
· SIBL should change their Performance Appraisal System now.
· Proper PAS should conduct so that poor performers can also improve their performance.
· KPI’s are not materials based.
· KSA is not properly judged.
· SIBL should conduct more training.
· SIBL should conduct a mandatory English training for employees. 
· SIBL HR department should get more idea about PAS and Training and Development.
· SIBL should conduct 360 degree and self-assessment PAS.
· SIBL should hire more skillful Trainer.
· No need analysis is done before any training program.
· SIBL should fix some training for employees over a year.
· SIBL should also conduct off-the-job train too.














[bookmark: _Toc515036887]5.4 Conclusion: 
At present Bangladesh has lot of banks in Banking Industry. So there is a high competition among these banks. For doing better and perform well in overall banks should train their employees more about customer service. If employees are highly motivated they will automatically perform well. To motivate them HR department should give them proper incentives and trainings. A well-structured and well-practiced HR polices are very much needed in every organization. Without HR practices no organization can run. So efficient training programs should conduct so that employees give their best to the organization. And also the appraisal system should be proper not biased or nor central tendency. Few of approaches should conduct for performance appraisal. Trainings should be both on-the-job and off-the-job. Bangladesh banking sector has developed much with HR practices and policies and will also develops more in future by implementing Human Resource practices and policies.
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[bookmark: _Toc515036890]Performance Appraisal Form:

Social Islami Bank Limited

Form No.55

…………………..Division/Branch
……………………………………..

							(Strictly Confidential)
   Executives/Officers Annual Confidential Report Form
From …………………… To ……………………..

Passport size Photo

[PART - 1 - PERSONAL DATA]
(To be filled in by the Officer under reporting)

1.	Name (in block letters)	:	
2.	Identity Number	:	
3.	Designation	:	
4.	Father’s Name	:	
5.	Mother’s Name	:	
6.	Spouse Name (if any)	: 
7.	Permanent Address	:	
8.	Present Address	:	
9.	Date of Birth	:	
10.	Place of Posting 	:	
11.	Marital Status 	:	
12.	Previous Experience in Banking :	
13.	Date of joining SIBL as	:	
14.	Date of Promotion in this grade	:	
15.	Scale of Pay 	:	
16.	Basic Pay	:	
17.	Educational Qualifications	:	 
	Level
	Examination/
Degree Name
	Passing
Year
	School/College/
University
	Division/
CGPA/Class
	Group/Subject/
Major

	(1) Secondary
	
	
	
	
	

	(2) Higher Secondary
	
	
	
	
	

	(3) Bachelor
	
	
	
	
	

	(4) Masters
	
	
	
	
	

	(5) Other
	
	
	
	
	



18.	Professional Qualifications (Banking & Others):	
	Diploma/Degree
	Institute
	Subjects
	Distinction, if any

	1)
	
	
	

	2)
	
	
	

	3)
	
	
	

	4)
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19.	Trainings (In & Outside the country) (maximum 6 (six) courses be included)

	Course Title
	Period
	Institute 
	Remarks

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



20.	Period of services under the Reporting Officer (From ……………….. to …………………….)

21.	Posts held and works done during the period under report:

		Post
	Duration
	Place of Posting
	Job done

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	








Date____________					------------------------------------------------
							Signature of the concerned Employee


22.	Please mention if he/she had any warning, Reprimand, punishment with brief facts & date. 	


23.	Leave taken during the period under report
	a. Authorized leave 			-		
	b. Unauthorized leave			-	
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[Part-II]
Personal Traits of the Officer under reporting
(To be filled in by the Reporting Officer)

	Sl.No
	Subjects for rating 
	Marks Secured

	
	
	Excellent
2.5
	Good
1.5
	Average
0.75
	Below Average
0.0

	1.
	Integrity
	
	
	
	

	2.
	Discipline & Punctuality
	
	
	
	

	3.
	Intelligence & Power of Judgment
	
	
	
	

	4.
	Initiative & Drive
	
	
	
	

	5.
	Personality
	
	
	
	

	6.
	Promptness to carry out superior’s instruction/Loyalty
	
	
	
	

	7.
	Reliability & sense of responsibility.
	
	
	
	

	8.
	Maintenance of secrecy
	
	
	
	

	9.
	Professional knowledge 
	
	
	
	

	10.
	Quality of work
	
	
	
	

	11.
	Quantity of work 
	
	
	
	

	12.
	Ability to manage & Supervise
	
	
	
	

	13.
	Decision making ability
	
	
	
	

	14.
	Ability to implement decision
	
	
	
	

	15.
	Willingness & ability to train up sub-ordinates
	
	
	
	

	16.
	Interactive skill
	
	
	
	

	17.
	Power of expression (oral)
	
	
	
	

	18.
	Power of expression  (writing) 
	
	
	
	

	19.
	Health condition 
	
	
	
	

	20.
	Ability to plan & execute
	
	
	
	

	21.
	Sense of belonging to the institution
	
	
	
	

	22.
	Knowledge of caring society
	
	
	
	

	23.
	Knowledge on Islam as a complete code of life
	
	
	
	

	24.
	Adherence to Islamic way of life.
	
	
	
	



· In case of Non-Muslim item no. 23 & 24 will be rated on the basis of concerned employee’s religion.

· Necessary guidelines given for the Reporting Officer and the Countersigning Officer in the last page of the Form have to be followed while writing the ACR
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Recommendations of the Reporting Officer on the basis of above ratings.

a.	Eligible for Promotion.			:
b.	Recently promoted and time for next		:
	promotion not yet matured 
c.	Needs training for shouldering		:
	further responsibilities			:
d.	Fit for the present post			:
e.	Needs training for shouldering		:
	the present assignments
f.	Recommended for Special Increment/	:
	Cash Awards                                               
g.	Not fit for further promotion			:
h.	Recommended for trainings			:
	specifying the subjects                              
i.	Additional Comments 			: 
	(i)  General					:
	(ii)  Contribution made in terms of
	       Deposit Procurement			: 	January to December-2017
Items
Target
Achievement
Amount of Deposit (figure in crore)


Number of Deposit A/C


Number of Cash Waqf A/C


Number of SME / Other Investment A/C


Number of Retail Investment A/C




November to December-2017
Items
Target
Achievement
Amount of Deposit (figure in crore)


Number of Deposit A/C











Signature	:
Name 		:
Designation	:
Date		:

Comments of the Countersigning Officer

	Rating made by the Reporting Officer
a.	Justified/ strict/ biased.
b.	I agree / do not agree with the Reporting Officer :
c.	Additional comments :
								Signature 	:
								Name 		:
								Designation	:
								Date		:

Comments of the Managing Director

								Signature 	:
								Date		:
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Necessary Instruction for the Reporting Officer

1.	Please write ACR of those employees who have served under you for a minimum period of 6 (six) months.

2.	While writing ACRs of your sub-ordinates, please consider the followings points:
	a.	Be practical as far as possible.
	b.	Be reasonably prudent in the judgment.
	c.	Be sincere, impartial and unbiased in making comments.
	d.	Avoid over-statement & under-statement.
	e.	Compare the employee concerned with his/her colleagues of the same rank.
	f.	Do not allow your own liking & disliking influence the ratings.
	g.	Keep in mind that your impartial ratings may reward the right 
		person and facilitate Management to take measures for improvement 
		of the skill of the deficient employees.

3.	Write about the reaction of the employee concerned about his/her weakness which were brought to his/her notice by you.

4.	For recommendation of special increment or cash award the employee concerned shall have to perform at least one year service in the grade.

5.	Reporting Officer must sign on Page No. 2, 3, & 4. 


INSTRUCTION OF THE COUNTERSIGNING OFFICER

1.	Use your own judgment on the basis of knowledge about the employee concerned while making comments over the ratings done by the Reporting Officer.

2.	Put forward your own remarks if not agreed with that of the Reporting Officer.

3.	Make sure that the adverse remarks made by the Reporting Officer against the Officer concerned have been communicated, if not, inform him/her of the same.

4.	Mention the over-statement or under-statement, if any, done by the Reporting Officer.















[bookmark: _Toc515036891]Questionnaire: 
· Which performance appraisal method SIBL HR department follows?
· How many times they do PAS in a year?
· Are employees satisfied with PAS of SIBL?
· How many incentives are given minimum to an employee?
· What factors are followed to measure PA?
· What awards are given to the best employee?
· How many training employees need to take in a year?
· Do SIBL have their own training center?
· Do SIBL provide outdoor training program?
· What are the core trainings that every employee needs to take?
· Are all training programs are effective?
· How they organize a training program?
· How often they call from HR department for outdoor training program?
· Are they happy with their present PAS?
· Is this PAS method motivating them?
· What is the mandatory training they need to take?
· Do employees can choose their own flexible timing for training?
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