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With due honor, I would like to inform you that, I am Archan Chakma (ID: 111 152 221) and I have been doing my internship under your supervision.  As a requirement to complete the Internship Program, an internship report on “HRM practices at NCC Bank Ltd.” have been prepared and presented by me. The report focuses on the implementation of key elements of HRM in NCC Bank Limited.  In compiling the report, I tried to relate NCC Bank's work to the theories learned in class, and also gained an idea of ​​how all those theories are applied in real life. Despite the various limitations, I have tried my best to make the report more accurate, informative, and presentable, and to the best of my ability. And I also believe that the report will provide a realistic picture of NCC Bank's human resource management practices.
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Executive Summary
This internship report has been prepared based on my three months of experience at National Credit and Commerce Bank Limited (NCCBL), Mirpur Road Branch. This program has assisted me a great deal to know the real state of an organization. In this modern age, banks play an important role in keeping the wheel of economic development of the country in motion. As one of the leading private commercial banks in the country, NCC Bank Limited operates 121 branches across Bangladesh through proper business management and provides cordial and customer friendly services to customers in an acceptable and tech-driven environment. The functions of the bank covers a wide range of services and activities of individuals, corporations, corporate entities, and other cosmopolitan corporations.
My report commences with the organizational profile of NCC Bank Ltd. which provides the bank's background, history, mission, vision, goals, and a list of the products and services they offer to the customer as well as information about their corporate culture and organizational classification. The main part of the report then begins and provides information on the human resource practices of NCC Bank Limited. It provides information on NCC Bank's human resources, recruitment and selection procedures of the bank, training and development, compensation policies, leave management policies, process involved with evaluation of training, evaluation of performances, and career development in phases.
Chapters of the report comprise of in depth illustration of HR effectiveness in the bank. The next part of the report contains SWAT analysis which analyzes the strengths, weaknesses, opportunities and threats and identifies some important issues related to human resource management practices at NCC Bank Limited. In this report, I have tried to append the practical experiences of my internship period and also have acknowledged the various work activities and day-to-day activities of bank on the way to completing the internship.












[bookmark: _Toc50314794]Chapter One
[bookmark: _Toc50314795]Introduction to the Report 

[bookmark: _Toc50314796]1.1 Origin of the Report
[bookmark: _GoBack]This report has been prepared as a part of the internship program. There is a difference between theoretical knowledge and practical knowledge. We can acquire theoretical knowledge by studying but practical knowledge is gained through direct participation in the work. First, we acquire theoretical knowledge and then apply that knowledge in the practical field. The goal of the internship program is to apply theoretical knowledge in practical fields. The internship program works as bridge between the use of theoretical knowledge and gaining practical knowledge which helps students to be prepared for the future. For that reason, the internship program is necessary for students. It also helps to gain experience in the real environment of a workplace and helps students to develop their knowledge, skills, and competencies by working in different sectors of an organization. The subject of the report has been assigned by my Academic Supervisor Ms. Piana Monsur Mindia to gain practical knowledge and experiences about the HR activities of NCC Bank Limited. The primary standpoint of this report is similar to main reasons of NCC Bank Limited regarding HR activities. HRM practices and policies of NCCBL are discussed in this report and how they will use their human resources for growth of their bank is also discussed.


[bookmark: _Toc50314797]1.2 Background of the Report
Human Resource Management is the Process of acquiring, training, appraising and compensating employees, and attending to their labor relations, health and safety, and fairness concerns. It is a strategic and coherent approach to the management of an organization’s most valued assets- the people who work there to individually or collectively contribute to the achievement of the objective of the business. The journey of modern Human Resource Management began in the early 20th century with the name Personal Administration which was largely concerned with the technical aspects of hiring, evaluating, training, and compensation of employees and was very much of "staff" function in most organizations. The Personnel administration used to deal with employee-related issues. During the 50s and 60s, many changes happened in personnel administration. Then in the late 1970s, it started to become popular among organizations as Human Resource Management, the name of the personnel department changed into the Human resource department. The introduction of Human Resource Management has begun with new technologies that allowed the growth of organizations. Organizations started to adopt HRM, along with this the new wave of globalization started to take place.

Human Resource Management is a deliberate and consistent approach of managing organizational imperative asset (i.e. people) in order to operate business smoothly and achieve objectives which functions through human resource system including HR strategies, HR policies, HR process, HR practices and HR programs (Armstrong, 2006). 

Organizations tries to sustain their competitive advantages by effectively managing their human resources. According to Melo (2011), managers at different levels understand that the critical source of competitive advantages appears from the system and processes for managing human talents. The competitive business environment has led to the restructuring of many organizations. These developments in HRM have led to significant changes in the role of HR personnel as well as changes in the way peoples are managed in organizations. Several researchers have indicated that in addition to the HR department, many more people/entities are involved in HR management.

The focus of this report is on the HRM functions of recruitment & selection, training and development, performance appraisal, compensation, human resource development of NCC Bank Limited. As an intern, I have worked in various departments at the Mirpur Road Branch of the National Credit and Commerce Bank Limited. From this program I have started to realize the working environment and behaviors of the bank. In this report, I will try to give overall analysis of all the activities of NCC Bank Limited, focusing specifically on the HRM practices of the particular bank.


[bookmark: _Toc50314798]1.3 Objective of the Report
The purpose of the study is to create differentiate between theoretical knowledge and practical knowledge and if the theoretical knowledge is applied in practical field by the organization then how will they do it? So the purpose of conducting this study is to find out the differences between Theoretical HRM activities and Practical HRM activities by taking interview of some Personnel from the particular organization, and try to conclude with some findings and some possible recommendation for improving those areas to make HR activities more effective for the organization.
In this report, there are two types of objectives. Those are:
1. General Objectives
2. Specific Objectives
Specific objectives: Provides a detailed description of the objectives of the research sections. In this report, the specific objects are:
· Analyzing the NCC Bank Limited’s recruitment and selection procedure
· Identification of training and development procedure
· Analysis of compensation & benefit system 
· Analysis of performance management 
· Provide a useful recommendation 
General Objectives: Describes the objectives of whole report, by combining specific objectives together. It is a much broader statement. In this report, HRM practices in NCC bank Limited is the general objective.


[bookmark: _Toc50314799]1.4 Methodology of the Report
This analysis consists of primary and secondary data. The main sources of information are collected from different officials and employees. Questions were asked to officials in order to collect the information and they answered my question and that is why the information was very limited with the company if they wanted to keep it confidential. I also collected some information from internet according to availability of required information. Sometimes, books are also used to collect required information. After collecting the data, I organized the data according to requirement.
So, two types of data are used to prepare this report. They are:
Primary Data
· Personal observation 
· Conversation with officials
· Practical experience from work
· Studying the files provided by officials


 Secondary Data
· Information’s collected from various websites
· Previous annual reports of NCC bank Limited
· Different HR Text Books
· Relevant papers and publications.


[bookmark: _Toc50314800]1.5 Limitations of the Report
There were some limitations while preparing this report. Some of these limitations are outlined below:-
· Each organization has its privacy that they do not disclose to others. While collecting data they did not disclose their internal policy which would interfere with their organizational privacy. 
· As an intern it was not possible to gain full access to more internal information and they did not even disclose these points to us.
· I worked in a branch where there were no HR personnel because HR department is only active in Head Office.  For that reason, I had to rely more on secondary data.
· Due to a busy work schedule, sometimes they cannot provide information.
· Due to Covid-19 epidemic offices were closed for some time, which hampered data collection.










[bookmark: _Toc50314801]Chapter Two
[bookmark: _Toc50314802]Organizational Profile

[bookmark: _Toc50314803]2.1 History of NCC Bank Limited
National Credit and Commerce Bank Ltd. (NCCBL) has its own unique history. In 1985, the bank started its operations in the financial sector of Bangladesh as an investment company. The aim of the organization was to mobilize resources from within the country and to invest them in the development of the country's industrial and commercial sectors and to act as a catalyst. It also plays a role in the formation of the capital market. The company operated with 116 branches till 1992 and was transformed into a fully private commercial bank in 1993 with the permission of the Central Bank. The paid up capital to serve the nation from a wide platform was Tk. 39.00 crore. The principal place of business is the registered office called NCC Bank Bhaban, located at 13/1-13/2 Toyenbee Circular Road, Motijheel Commercial Area, Dhaka-1000. The bank shares are listed publicly on the Dhaka and Chittagong Stock Exchanges for its shares. Since its inception, the bank has earned an admirable fame for providing quality services to the clients in a customer friendly technology driven environment.
The bank has set up a new standard in financing for industry, trade and foreign exchange business. Its various deposit and credit products have attracted both clients - individuals and   corporates who feel comfortable in doing business with banks. 

[bookmark: _Toc50314804]2.2 Missions of NCC Bank Limited
· Providing great services to the communities on the basis of powerful relations with clients.
· Provide long lasting service to clients and stakeholders through Cutting Edge Technology, Experience and Financial Strength.
· Creating a cohesive and customer friendly environment where customers and our people can be the best.
· To provide assistance for the development of agriculture, industry and socio-economic sectors of Bangladesh and mobilize financial institutions from abroad and take part on the formation of the capital market of the country.   

[bookmark: _Toc50314805]2.3 Vision of NCC Bank Limited
As a flourishing and socially liable financial organization, NCC Bank Limited aims to become one of the most preferred private commercial banks in the country with combining credit and commerce together for increased shareholders value and sustainable growth.


[bookmark: _Toc50314806]2.4 Objectives of NCC Bank Limited
The objectives of NCCBL’s organizational structure and corporate monitoring have been established through powerful client-based and clear management team. They continually focuses on understanding the customer requirements and expectations. The bank also adopt new policies and procedures by bringing changes in its policies and structures according to changing times and circumstances. 

The main objectives of NCC Bank Limited are given below:
· To make contribution for development of banking sector of Bangladesh.
· Contribution by playing significant role in the economic sector of Bangladesh.
· Commitment to providing quality service to the customers.
· Establishing a trustworthy and cordial relationship between bank and its customers by providing excellent services to them.
· Invest in various profitable sectors which help to improve the economic sector of the country.
· Ensuring the safety and protection of customers’ assets and deposits.
· Ensuring high return on investment.
· Advising new entrepreneurs on financial matters.
· Creating employment opportunity for the community.
· Building up a strong organization with good business practices and providing better service.


[bookmark: _Toc50314807]2.5 Core Values
· Professionalism: Enthusiastically delight the customer by overcoming their needs with timely solutions and initiatives.
· Integrity: Demonstrate honesty, truthfulness, accuracy, high ethical principles and professionalism and set standards.
· Accountability: Accountable for any action.
· Confidentiality: Maintain the confidentiality of customer and personal banking information throughout the life cycle.
· Commitment: Responsible, loyal and committed to continuous improvement.
· Respect for individual: Treat the customer and colleagues with respect and dignity.
· Respect for nature: Care for nature and practice green banking.


[bookmark: _Toc50314808]2.6 Functions of NCC Bank Limited:
· Establishing, maintaining, carrying, transparency, management and operation of various types of banking, financial investment and credible business in Bangladesh.
· Conducting any business related to the wage earning scheme approved by Bangladesh Bank from time to time, any matter related to it including maintenance of foreign exchange accounts.
· To promote, organize, support, participate and organize any organization, bank, institution in Bangladesh for the purpose of conducting financial, investment or credible business.
· To reconstruct or organize with any company, bank or association in corporation with any person, company bank or association.



[bookmark: _Toc50314809]2.7 Corporate Culture of NCC Bank Limited
Corporate culture refers to the sharing of principles, attitudes, behaviors, values and beliefs that describe the how members of an organization will interact and characterize its nature. Corporate culture help to build organizational goal, strategy, structures and perspectives for employees, clients, investors and the larger community. Thus, with their strong corporate culture, the organization builds strong relationships with their partners. It also builds employee and customer loyalty. With having the unique culture NCC bank is one of the most disciplined bank in the country. The people of NCC Bank see themselves as a community and family who have the confidence and trust to work together for development. Long-term positive corporate cultures create a competitive advantage and serve as a valuable organizational asset.



[bookmark: _Toc50314810]2.8 Divisions of NCC Bank Limited
The bank has several divisions and one training institute. If tasks are not organized considering their interrelationships and are not assigned to specific departments, it will be very difficult to control the system effectively. NCC Bank Limited have done it very well. The different departments of NCCBL are as follows:
· Human Resources Division (HRD)
· Internal Control and Compliance (ICC) Division
· IT Hardware and Infrastructure Division
· IT Business Support and Software Development Division
· Credit Risk Management (CRM) Division
· Financial Administration Division (FAD)
· Board Division
· Marketing & Branches Division (MBD)
· Retail Banking Department (RBD)
· Credit Administration Division (CAD)
· Remittance & NRB Services Department
· Card Division
· Financial Institutions Department (FID)
· Treasury Division
· Risk Management Division (RMD)
· Share Department
· PR & Brand Management



[bookmark: _Toc50314811]2.9 Product and Services of NCC Bank Limited
NCC Bank limited offers NCC Bank limited offers two types of banking products and services to their customers, Retail banking and NRB banking.
For Retail Banking they offer following product and services:


NRB Banking products and services are the followings:

Overall products and services offered by NCC Bank limited are given below:
1. Deposit Products: 
· Current Account
· Saving Bank Deposit Account
· Special Savings Account
· Special Deposit Account
· Money Double Program
· Account for Youngsters
· Maximus Account for Youngsters
· Money plant Scheme for Youngsters
· Instant Earning Term Deposits
2. Loan Products:
· Personal Loan
· Loans for Education
· Loans for Personal Vehicle (Car)
· Finance for House Building
· Renovation and Repairing of House
· Loans for Home Improvement
· Scheme for Consumer Financing
3. Small and Medium Enterprise Loans:
· Loans for conducting Small Businesses
· Lease finance
· Loans for Working Capital 
· Loans for conducting Festival Business
· Personal Loan for Festival
4. Card Services:
· Debit/ATM Card Services
· Credit Card Services
5. Remittance Products:
· Pension Deposit Scheme for Welfare of Wage Earners 
· Loan schemes for Overseas Employment
· Special Interest Rate on Loan and Deposits
6. Services
· NCCBL Securities and Financial Services
· NCC Bank Smart Pay
· Remittance Services
· Locker Services
· Schedule of Charges
· Enlisted Surveyors


[bookmark: _Toc50314812]2.10 Organizational Structure of NCC Bank Limited Mirpur Road Branch:
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[bookmark: _Toc50314814]Discussion of HR Functions at NCC Bank Limited




[bookmark: _Toc50314815]3.1 Human Resources of NCC bank Limited
The greatest strength of NCC Bank Limited is its human resources which enable it to make continuous alterations for progress and prevalence of the Bank. The Human Resource Department at NCC Bank Limited is responsible for developing, retaining and attracting talents and ensuring that it's "the right person at the proper place at the proper time with the proper location" to assist ensure organizational long-term growth through the involvement of its effective employees. NCC Bank's recruitment and selection procedures, training and development processes, compensation, performance appraisal processes are planned and regulated by its Human Resource Department. NCC Bank's Human Resource Department is equipped with the new and updated equipment of latest technology, which assists them to increase their experience, intelligence and proficiencies. There is an existence of centrally regulated HR system in NCC Bank Limited, consequently the authority uses a HRD system called “Core Banking Software”. It is designed by FLORA Limited to assist employees and HR officials with all types of HR requirements. Employees of branch offices be able to communicate with the head office for any type of inquiries, leave application, transfer order, discharge order, training, salary and others through this HRD system. The NCC Bank Limited have its training institute which is known as NCC Bank Training Institute (NCCBTI), in order to train its employees for any kind of obligatory training to increase efficiency of them. HR department of NCC bank Limited arranges various training programs for the employees of their various branch offices, which are conducted at NCC Bank Training Institute (NCCBTI) or at other training institutes like BIBM, BBTA etc. There is a planning and administrative department under HRD, which is primarily liable for planning procedures in total.

[bookmark: _Toc50314816]3.2 Recruitment and Selection Procedure of NCC Bank Limited
All Bangladeshi citizens are provided equal employment opportunities from NCC bank Limited. In general, the Board of Directors of the bank determines the appointment policies. The minimum qualifications required for any entry-level official post is a postgraduate degree in any discipline. NCC Bank prefers at least MBA or, Master’s Degree in any subject/discipline for the post of junior officer and management trainee officers. For recruiting at entry-level posts, a formal written examination is taken and overlooked by the Institute of Business Administration of Dhaka University, or Bangladesh Institute of Bank Management (BIBM). Following the effectual completion of the written test, an expert panel of specialists which is comprised of notable and eminent bankers of the country conduct a personal interview for the successful candidates.
Recruitment and Selection Procedure for Entry Level Posts:
· Job Analysis
Job analysis is a procedure that is used to accumulate information about a particular job's duties, responsibilities, required skills, outcomes, and consists of the type of work environment, and the individual employed for it. Job analysis creates facts for writing job descriptions and job specifications. The objectives of job analysis are: 
· Recruitment and Selection
· Training and Development
· Compensation
· Performance Appraisal
· Discovering Unassigned Duties
NCC Bank Limited conducts the job analysis process on yearly basis. With the help of job analysis, they try to inform about the actual work activities of the job. NCC Bank analyzes their work once a year. The process costs too much time. It can take several days to conduct interview six or seven employees for the process. Their managers are involved with it, who explains the analysis process and also tells the reasons behind this job analysis.

· Job Descriptions
A job description is a usual and written statement of a particular job based on findings of the job analysis. It contains list of duties, responsibilities, working conditions, and supervisory responsibilities of a job. NCC Bank maintains a written statement that contains information’s about functions and obligations of the job and the conditions under which the job is executed.

· Job Specifications
Job specifications recites the knowledge, skills, abilities, expertise, competence, prudence required perform a definite job. It provides the explicit features, learning, competencies, instructions and experiences, including an overview of the specific job requirements needed to perform that particular job. NCC Bank Limited tries to customize this process in its own way on the basis of vacancies.
· Curriculum Vitae Submission
NCC Bank publishes advertisements for recruitment in various newspapers and online job portals and forums. It also reveals some criteria for applying there and a timeline. Candidates see job advertisements in daily newspapers or online job portals and submit their CVs. Sometimes candidate can enter there by providing references of others.

· Preparation of Preliminary List
Selection Committee of NCC Bank Limited shortlists the Curriculum Vitae’s following their selected educational requirements for their offered positions. Those are given below:

Management Trainee Officer (MTO)
For apply to the Management Trainee Officer position applicants must have the following requirements:
· A degree of MBA / MBM / Masters with at least four years of Honors from any public university or from any reputed private universities.
· Required minimum CGPA of 3.00 on the CGPA 4.00 scale and CGPA of 4.00 required on the CGPA 5.00 scale. Any third division will not be acceptable.

Junior Officer
To apply for the post of Junior Officer, applicants must have a postgraduate degree from an educational institution recognized by the UGC.

· Conducting written test
Eligible candidates are selected for the next stage which is called the initial screening. After the screening process, the chosen candidate can take part in written test. The written test is taken by IBA of Dhaka University, or Bangladesh Institute of Bank Management. The candidates have to answer questions from the subject like Bangla, English, Computer Knowledge, General Mathematics, General knowledge, Analytical Ability etc.

· Selection of eligible candidates for the Interview
The selection panel informs those who have passed the written test to attend the interview by phone call or email.

· Employment interviews
After the selection of candidates for the interview, the panel responsible for selection conducts a viva voce examination. Interviews are constantly a face-to-face conversation between candidate and the selection committee. However, the Management Committee determined the qualifying marks for Viva-Voce.

· IT Test
After completion of the interview, candidates are required to take a brief IT test that helps them prove their computer and IT skills.

· Physical fitness of Candidates
As part of the selection process, NCC Bank examines the health of all types of employees for checking physical fitness. Albeit it is a longer procedure, but NCC Bank limited is committed to conduct checkups for ensuring physical wellness and sound health of its employees.

· Appointment and placement
The committee of management and selection issues letter of appointment for the physically fit and strong candidate as per the physical checkup. When newly recruited candidates joins in the head office of the bank, they were recruited at the selected branch for the probationary period.


[bookmark: _Toc50314817]3.3 Human Resource Planning of NCC Bank Limited
HR planning or, human resource planning is the procedure of attaining correct numbers of capable employees in appropriate place at correct time. To put it better, the HR planning is a process of meeting organization’s expected demand of supplying manpower within a specific period of time. The quality and competency of the candidates will determine how successful they will be in achieving NCCBL's mission, vision, purpose and overall objectives. It is a part of the NCCBL's overall business planning. The purpose of conducting HR planning is to analyze the future volume of work of the organization and calculate the future staff demand.
Generally, strategic management decisions comes from upper management of the organization. Although Board of Directors are involved with key policymaking, but MD of the organization does all the things by discussing and consultation with Deputy MD, and steering board. Under HRD, NCC bank has planning and administrative department which is primarily accountable for planning processes in total. The upper level management of the bank created an idea to build closer relationship with its customer.  Short term and long-term both types of plans are implemented. 







[bookmark: _Toc50314818]Chapter Four
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[bookmark: _Toc50314820]4.1 Training and Development
Training and development refers to a program that provides specific knowledge, skills and competencies to provide employees with educational opportunities to further enhance their development, in order to increase their level of performance in their existing roles. Development is similar to training but it focuses more on future. Development refers to training as well as formal education, job experiences, relationship, and assessments of personality, skills, and abilities that help employees prepare for future jobs.
Training is a methodical procedure of giving opportunities for acquiring KSAs for existing and oncoming jobs. It is not only obligatory for newly joined employees or workers of the organization, but also have importance for existing employees in the organization. It can provide employees proper knowledge, learning, abilities, and competency and skills necessary for performing the job in more effective and efficient way, and preparing the employees to be being more productive. There is always a gap between theoretical learning and practical learning. Thus, training helps in filling this gap between theoretical learning and practical learning, both of which are equally required to perform a task perfectly. Moreover, training is also important for performance management process.

[bookmark: _Toc50314821]4.2 Training Procedures
The training process consisting of several steps, those steps are very important and need to be followed systematically for an effective training program. Generally, Training program consist of five steps. The steps of training processes are:
1. Training Need Analysis:  First step of training process. It consist of
i. Analysis of Organization: Identifying the training requirements in conformity with longer terms goals of the organization-setting the goals of training.
ii. Analysis of Job: Identifying requirements of training in accordance with job descriptions and job specifications; specifying the skills, knowledge, behavior which needs to be trained.
iii. Analysis of Peoples: Identification of the peoples who needs training and identifying potential trainees,
2. Instructional Design: Setting the goals of training, identify trainees and determine what kind of training will be given to trainees, choosing the materials of training, determining the methods of training, and developing budgets for training.
3. Validity: Validity checking of the training program before implementing it. For doing it, operate the program with a small number of trainees and thus, testing its effects.
4. Implementation: Implementation means group based work. Hiring of a manager for the training program, developing program management guidelines, and provide a supply chain.
5. Evaluation: After completion of the training, entire training processes are evaluated.

[bookmark: _Toc50314822]4.3 Methods of Training
There are many training schemes. Usually, these methods of training can be divided into two major methods-cognitive training method and behavioral training methods. First of all, the trainers need to understand the advantages and disadvantages of each method as well as the impact of the method. Moreover, trainers have to keep in mind the background and skills of the trainees before providing training to them. 

Cognitive method: This method focuses greatly on providing trainees with theoretical training. Under cognitive approach, different methods provide dictations for how to do something? Oral/Verbal information’s, live demonstrations, relevance between ideas, etc. This methods are involved with the change of knowledge, learning and attitudes by the stimulus of learning. Several methods that comes within the cognitive method are as follows,
· On the Job Training 
· Apprenticeship Training 
· Informal Learning 
· Job Instruction Training 
· Programmed Learning
· Lectures
· Literacy Training Techniques
· Audiovisual-Based Training 
· Simulated Training
· Computer Based Training
· Distance and Internet Based Training

Behavioral methods: Behavioral methods places more emphasis on imparting practical training to the trainees. Behavioral methods are best for best skill development and attitude change. Different methods comes under behavioral approach allow the trainees to behave in a real or simulated situation. These methods are mostly used for skill development of the trainee. Various Methods that are work under behavioral approach are;
· Games and Simulations
· Business Games
· Case Study
· Role Playing

Managerial On-the-Job Training:
· Job Ration
· Coaching
· Action Learning

Off- the-Job Management Training and Development:
· The Case Study Method
· Management Games
· Outside Seminars
· University Related Programs
· Role Playing
· Behavior Modelling
· Corporate Universities and In-house development Centers

[bookmark: _Toc50314823]4.4 Major training providers in Bangladesh
Some of the major training Providers in Bangladesh are:
· Bangladesh Commercial Bank Training Institute (BCBTI)
· National Credit and Commercial Bank Training Institute(NCCBTI)
· Agrani Bank Training Institute (ABTI)
· Institute of Professional Development Program (IPDP)
· Islami Bank Training and Research Academy
· Janata Bank Staff College
· Bangladesh Institute Of Bank Management(BIBM)

[bookmark: _Toc50314824]4.5 Training Institute of NCC Bank Ltd
Initially, the name of the training institute of NCC bank limited was NCL training and research institute or NCLRTI. NCL debuted with NCC Bank Limited in 1993 and then NCTLRI was renamed as NCC Bank Research and Training Institute (NCCBTRI) accordingly. On 1994, the NCCBTRI started to provide its training sessions in a rented building which was located at Green Road, Dhaka. The aim was to providing training to the employees of the bank. Subsequently, after the establishment of Human Resources Department at the head office, NCC Bank Bhaban, Mothijeel the NCCBTRI again renamed as its current name. Since then, it is known as National Credit and Commercial Bank Training Institute or, NCCBTI. The operations of the NCCBTI introduced in 2002.

[bookmark: _Toc50314825]4.6 Function of NCCBTI
The NCC Bank Training Institute has implemented requirements-based training programs and provided training to bank officials. Alongside providing basic training courses to Junior or, Assistant Officers and newly appointed Management Trainee Officers, NCCBTI also arranges workshops on special issues in order to improve the efficiency and competency of its employees. 

[bookmark: _Toc50314826]4.7 Training Techniques followed by NCCBL
When analysis process of training needs are properly executed, then NCCBTI designs training program for newly appointed employees and existing employees of the bank. Most organization generally use two types of training to train their employees. They are
· On the Job Training
· Off the Job Training

On the Job Training
On the job training (OJT) means having a person learn a job by actually doing it. Under this method of training, the Head Office of NCC Bank assigns the newly appointed staff in actual in actual working conditions and thus, developing their skills and improving the work performance. Apprenticeship, job rotation, and special assignments are parts of this program.

· Job Rotation: 
Job rotation means systematically moving employees from one job to another to enhance performance and broader the experiences. It is a process of rotating work responsibilities by moving one department to another department of the organization. The NCC Bank Limited applies job rotation process on its managers where they can get an additional idea and experience about the effectiveness of different departments.

· Coach or Understudy:
Sometimes, Supervisors and Senior Officers provide mentoring to the manager by educating about their jobs. It not only assures that the employees are learning to performing the job from their personal observations, but also has access to instant feedback on the stress points of performing the job. Job training is also termed as an apprenticeship program, in which the trainee or a probationary officer works under supervision of the senior officer and the branch manager and performs according to their advice and instructions.


Off the job Training:
The NCC Bank Training Institute exerts off the job training programs for newly appointed and existing officers and employees of the bank. NCC Bank conducts various types of conference and workshop programs for its employees by bringing in experts from outside. As it is a banking industry, Bangladesh Bank's experts and industry specialists provide useful, relevant information from their work knowledge and experience. In general, Lecture method is used under this approach. Lectures focuses more on understanding of topic areas rather than releasing knowledge and skills which is earned by reading assignments and gaining experience from observation. This type of training is based on requirements such as new law enforcement and regulations, unveiling new products, etc. Off-the-job training is also provided occasionally for updating knowledge and getting promotion to new post. Orientation courses and foundation courses are offered to new employees. The training institute of NCC Bank Ltd. uses classroom lectures as well as many more techniques like conferences, demonstrations, case study, programmed instruction and computer based training.

[bookmark: _Toc50314827]4.8 Materials of Training: 
All the types of material applied by trainers, facilitator, trainees, students in the training atmosphere are called training materials. This materials contains requisite information that learner needs perform the task properly and this materials also helps both trainers and trainees to make the training program more effective. 
To provide training to trainees, NCC Bank uses the following things:
1. Training Materials
2. Training Equipment
The NCC bank provides On-The-Job training, Lecture-Centric, Off-The-Job trainings to its employees. For training purpose, trainers of NCC bank ltd. generally uses whiteboards, projector machines, training curriculums, software specially designed for training, handouts, lectures, computer, internet connections, web, PowerPoint presentation, sound systems etc.

[bookmark: _Toc50314828]4.9 Evaluation of Training
Evaluation of training measures the specific outcomes to determine the benefits of the training program. If the organization wants to determine the effectiveness of the training, then evaluation must take place. In training evaluation, employees are evaluated by creating a comparison between their newly attained skills with the skills set by the goals of the training program. Inconsistencies are noted and adjusted in the training program to enable the achievement of specific goals.  Many training programs do not go as expected because administrators fail to evaluate their progress due to delays in evaluating the training. Timely evaluation of training prevents it from deviating from its goals. Training evaluation is a systematic approach of collection, analyze, and using the information to answer the questions in relation to programs, policies, especially the usefulness and proficiency of those programs, policies. Evaluation of training may involve qualitative and quantitative both type of approaches. 
Evaluation of the usefulness of on-the-job training involves the examination of this certain areas: Whether trainees have any change in their behavior as a result of training in terms of visible productivity or skills, the knowledge gained by the trainees, and the response of the trainees to the program. NCC Bank estimates that it can evaluate the effectiveness of the training program by using Kirk Patrick's model.


Kirk Patrick’s Model for evaluation of Training:
The Kirkpatrick Model is the most well-known model for analyzing and evaluating the results of training and development programs. Based on its four-level criteria, both formal and informal training programs can be evaluated. This four levels are:
1. Reaction
2. Learning
3. Behavior
4. Results

Level 1: Reaction
The reaction shows the response of employees to training programs, trainers, and facilities. NCC Bank Limited usually measures it by a set of question papers or they can take it through oral interviews. They determine the responses based on employee feedback; if the employee's response to the program is relatively low, other employees are less likely to be interested in the training programs or to gain something valuable from the training. Since the team of trainees of NCC Bank is large, the authorities usually follow the question paper procedure in order to get reaction from them.


Level 2: Learning
In level 2, learning make assessment of pre-training and post-training conditions of trainees. It measures whether the trainees have learned more from the pre-training condition or not. Training based on knowledge can be assessed by taking exams. Skill-based training can be assessed by demonstrations, or simulations. If trainees (employees) do not learn or unable to acquire anything from the training sessions, then no behavioral change is expected from them. NCC Bank Management conducts some performance tests so that the trainees carries out certain tasks or able to exhibit particular skills which have been learned from the training program.

Level 3: Behavior
In this level, what employees do in the workplace at the end of their training is measured by their behavior in the workplace. Under this test, NCC Bank checks the status of its employees to see if they are performing tasks differently or solving problems differently. The answers are known through their performance appraisals. This appraisal can be done through the employee’s supervisor, peer, subordinates or clients. For better understanding 360 degree feedback system can be used.

Level 4: Results
Results show the overall outcome of the training and the impact of the training on productivity, efficiency, quality, customer service or anything else. In the final stage, management decides what skills or knowledge are acquired by employees from training programs and whether those programs have improved the performance of the workforce and the overall organization. It can be ascertained by assessing employee turnover rates, the morale of the workforce, efficiency, employee productivity, and the amount of profit of the organization, quality of customer services, and the employee quality.





[bookmark: _Toc50314829]Chapter Five
[bookmark: _Toc50314830]Compensation and Benefits at NCC Bank Limited

[bookmark: _Toc50314831]5.1 Compensation Policy of NCC Bank Limited
NCC Bank Limited has attractive compensation and benefit system which ensures employees to understand that salaries are attached to equity performance. The reviewing process of compensation and benefits at NCC bank are done by Bank regular market group and peer group studies. Precisely designed total rewards helps in attracting, motivating, and retaining capable and talented employees to produce the intended outcomes. Compensation packages of NCC Bank Limited are divided into two parts:

1. Direct Compensation
Salaries: Provided to employees of the bank based on long term, monthly basis.
Incentives: Cash incentives which are based on the employee performances, bank’s revenue, fulfilling the targets set by the bank.

2. Indirect Compensation
Benefits: Benefits are a type of compensations which have monetary characteristics such as provident funds, gratuity funds etc.
Services: Facilities and services that NCC Bank Limited provide to its employees includes transportation facilities, loan facilities, credit card facilities, etc.


[bookmark: _Toc50314832]5.2 Bonus and Benefits
1. Performance bonus
Performance bonuses provided to employees which are based on the profit of the bank, the top administration and the management committee of the bank announces performance bonuses which is given on the basis of certain amount (in percent) of the pre-tax profit.
2. Festival Bonus
Every confirmed employee of NCC Bank Ltd. receives two bonuses in a year. Generally, these bonuses are provided to employees of the bank during “Eid”. These bonuses are allocated for the Muslim employees of the bank. Employees of different religious beliefs also receive bonuses according to religious festivals. NCC bank also provides festival bonuses on Bangla New Year. The amount of bonus usually depends on the basic salary of the employee.

3. Gratuity Fund
Gratuity Fund refers to the terminal benefits which is received by employees at the time of their retirement or resignation. NCC Bank is bound to provide gratuity fund to those employees, who have done at least 10 years of continuous and uninterrupted service for the bank. It is calculated on the basis of multiplying the years of services accomplished to the bank with last month basic salary.

[bookmark: _Toc50314833]5.3 Leave Management:
1. Annual Leave
A sort of leave which is gained by working in an organization. Any leave which has not been taken during leaving the organization can be prevented. Every year NCC Bank provides 30 days of leave in general, out of which 10 days should be taken as consecutive leave.
2. Casual Leave/Sick Leave
Generally, NCC Bank employees can take 10 days casual/sick leave which includes non-working days. Nevertheless, leave may be expanded because of severity of the illness.
3. Maternity Leave
This type of leave is only allotted to the female employees of the bank who have completed at least one year of continuous service in bank and it is provided for six months. This leave is paid and however, this leave can be extended but without pay. Generally, no female employee of the bank gets this benefit more than twice.
4. Extra Ordinary Leave
This sort of leave is provided to employees of the bank for any kind of unavoidable and unusual circumstances, such as taking leave for marriage and leave for getting medical treatment outside the country.
[bookmark: _Toc50314834]5.4 Performance Appraisal Process Activity of NCC Bank Limited
Assessment of performances, or performance appraisal is an important component in performance management. It is the process of observing, evaluating, documenting the performances of employees for improving their work quality, outputs and efficiency by providing feedback of the performance to the employees. Generally, steps in the performance appraisal are establishing the performance standards, communicate those standards to employees, measuring actual performances of employees within a specific time, comparing the performance with standard that is previously set, discussing the results by providing feedback, and decision making. Here, Performance appraisal process at NCC Bank Limited has following steps:







[bookmark: _Toc50314835]5.5 Performance Appraisal system of NCC Bank Limited
Performance appraisal refers to evaluation of an employee's performance standards compared to their current or past performance. It is a process of ascertaining and letting an employee to know about his/her performance on the job. This is a very critical system as it helps managers to make effective administrative decisions regarding promotions, salaries, and merit pay increases of the employees based on their performances. For this reason, performance appraisal is essential for every organization. In this report, performance appraisal helps to evaluate the existing Performance Evaluation System of NCC Bank Limited. Therefore, it is an annual review of an employee’s contribution by manager for the organization.

Performance appraisal programs are conducted by NCC Bank Ltd. for evaluating the performances of its executives, officers, and employees. On the other hand, the performance of regular employees are evaluated on yearly basis. Management trainee officers and junior officers who have been recently appointed are given practical and theoretical both type of basic training courses for the next three months after joining to their post. Appraisal criteria of direct functions and indirect functions are set for evaluating the training of management trainee officers. General banking, credit management, and investment, and foreign exchange etc. are included in direct functions. Indirect functions include dressing sense, timeliness, presence, approach, working in different departments, working with senior colleagues, dealing with clients, communication skills, job fairness, interest in learning, skills, innovation, ability to adapt, ability to convince others, and ability to perform under pressure, etc. Each trainee is evaluated on the basis of average / poor, average, good, very good and excellent criteria based on performance. For evaluating the performance of each trainee, a criterion is set based on average/poor, average, good, very good, and excellent performance.  NCC Bank Limited uses the Graphic Scale Rating method, a rating which describes an employee as falling by 5 points on a performance scale, e.g., poor, average, good, very good, and excellent. Points of the scale are pre-determined. For example, 1 for the poor and for the excellent it is 5. The total score of an employee can be calculated by combining ratings of all levels.
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[bookmark: _Toc50314836]5.6 Career Development Process in NCC Bank Ltd
Career Development refers to a set of programs designed to match an individual’s needs, abilities, and goals with current or future opportunities in the organization. It is a process of employee competency and therefore it contains the possibility of improvement and changes in career. Thus, it is a methodical way of leading the movement of human resources into various ranks in an organization. 
The NCC Bank Limited provides enchanting opportunities for career development to its employees. Development of Human resources of the organization, proper training procedures, and restructuring of labors are foremost great priorities of NCC Bank Limited. NCC Bank Limited understand that a productive and motivated workforce is a prerequisite for creating leadership in customers, shareholders, and the market it serves. The bank acts with it’s each and every employee with great importance and honor, and offers a cooperative surroundings of belief and frankness, in which peoples from distinct environment can attain their full potential at workplace. Human resource policies of the bank emphasizes on contentment of the job, opportunities for growth and development, and better performance. 

[bookmark: _Toc50314837]5.7 Career Path of HRD in NCC bank Limited
Here, a diagram for possible career path of HRD has been drawn.
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[bookmark: _Toc50314840]6.1 SWOT Analysis
SWOT stands for Strengths, Weaknesses, Opportunities, and Threats. Strength is something that \
A. Strengths:
· NCC Bank Ltd is committed to provide excellence services to its customers compared to other commercial banks.
· Management of the bank is formed by experienced and renowned bankers and corporate staffs.
· Strong recruitment and selection policy is strictly followed by the bank. Through the proper selection process they recruit candidates from the job market who are talented enough to execute the job.
· They offer online banking services.
· NCC Bank places great emphasis on training and development of its employees that provide great assistance for improving the individual development of employees and enhance organizational productivity.
· NCC bank ltd has attained reputations for providing good service to its clients that helps to retain its valued clients.


B. Weaknesses:
· NCC Bank has limited numbers of ATM booths which are not located in the right place. Thus, the scope of using ATM cards is limited.
· The Human Resource Division of NCC Bank Ltd. is the smaller department of the organization compared to the huge numbers of employees.
· All employee doesn’t have access to computer and internet facilities. This also applies to those who are doing an internship in the bank. Moreover, not all the officers have enough computer related learning.
· NCC bank ltd has not yet established a proper Research and Development division.


C. Opportunities:
· To keep pace with the changing times, NCC bank be able to start launching modern product and service packages to attract its customers.
· The bank be able to offer low-interest loans to individuals, small business owners, and entrepreneurs.
· It can diversify its portfolio with new sectors.
· Bank can be set up its branch in remote areas of the country to provide banking services.
· The bank can appoint skilled and experienced people to provide quick and proficient, best service to the customers.


D. Threats:
· At present, the banking segment of Bangladesh is very competitive as many private banks and foreign multinational banks are operating in the country. Thus, NCC Bank’s HR plans and policies need to be periodically analyzed so that they be able recruit the best talent.
· The average rate of employee turnover at NCC Bank is relatively higher than others. 
· The common behaviors of Bangladeshi customers toward employees of the bank is as usual.
· Along with multinational banks, rapidly flourishing local banks with new product and service packages are taking possession of the huge market within a very brief periods of time and that results in existing clients are switching to them.
· As a central bank, Bangladesh Bank often issues such rules and regulations for private commercial banks, which becomes difficult for private commercial banks to comply with those rules and regulations. As a private commercial bank, NCC Bank have to maintain and follow those rules and regulations.




[bookmark: _Toc50314841]6.2 Findings:
· NCC Bank provides basic training for each employee. But employees training is not arranged on frequently basis. 
· NCC Bank does not follow or practice proper HRM guidelines.  HRM has some objectives, but those objectives are not properly maintained.
· NCC bank offer compensation benefit for their employees.
· Every year NCC Bank provide bonus, incentives, and other facilities to their employees but the Pay Packages offered by the bank is not competitive comparing to other banks operating in Bangladesh.
· HR is only present in the head office of the bank and all HR activities are controlled from head office. For this reason, when any HR problems raised employees have to wait for a long time to solve it.
· HR Division is working continually to materialize and improve the Human Resource Management System (HRMS) and automation of HR services.
· In 2019, Online Performance Management System have been introduced for the first time in the bank.
· The bank is working on setting up an employee centered work culture, including automation of HR services, with a focus on the skills development for employees.
· The bank is working to develop and launch e-learning software to develop its human resources.
· It doesn’t have enough ATM booths and branches in Dhaka and around the country.






[bookmark: _Toc50314842]Chapter Seven
[bookmark: _Toc50314843]My Experiences at NCC Bank Ltd.


[bookmark: _Toc50314844]7.1 My Internship activities in NCC Bank Limited
I worked as an intern of NCC Bank Limited at Mirpur Road Branch from 5th December, 2019 to 10th March, 2020. This three-month internship program has helped me learn real banking activities and gain real insights. And I think it will help me a lot in future career development. In these three months I have had the opportunity to learn more about regular banking activities as well as corporate work activities, which I have never had the opportunity to learn in class before. The employees of NCC Bank Limited, Mirpur Road Branch are very friendly. They warmly welcomed me as an intern and guided me to how to perform tasks. In addition to regular office work I have learned how to deal with different challenges, what to do and how to behave in different situations, answering different customer questions and how to do financial documentation. These have greatly helped me to increase my knowledge by giving me practical banking experience. From the first day of the internship, I had the opportunity to do multiple jobs. Originally, I used to work in the general banking department, such as account opening, helping customers to fill up there forms, data entry etc. but I also have worked in remittance services and posting works.


[bookmark: _Toc48676162][bookmark: _Toc50314845]7.2 My Job Responsibilities 
· Various types of account openings and preparing the form for clients 
· Helping the customer to fulfill their forms.Inward and Outward mail entry 
· Answering to Customer enquiry 
· Receiving Cheque 
· Cheque Clearance 
· Preparing and Forwarding Tender Applications on behalf of clients 
· Remittance Service 
· Maintaining Register Books 




[bookmark: _Toc50314846]7.3 My Learning Outcomes from the Internship
In this three month of internship period I have learned a lot of things that are new to me. I easily got adapted to the new environment of the bank. The most important thing introduced to me at first was Professionalism. Everyone in the office were doing their task properly with full responsibility. That helped me to build individual responsibility to the job. Another thing I have learned is the proper use of time. Daily tasks are completed on daily basis otherwise the day’s task remain incomplete. My communication skill is also improved after daily engagement with clients and customers. It will help me in future because I have learned how to communicate with different peoples in different situations. I have learnt to cope up in different situation during this intern period. During internship I was also able to understand the work place behavior and attitudes of customers. So, all the activities of these time period helped me a lot to understand how jobs are done in the bank and taught me some valuable things which help me in future.




[bookmark: _Toc50314847]Chapter Eight
[bookmark: _Toc50314848]Recommendations and Conclusion



[bookmark: _Toc50314849]8.1 Recommendation for NCC bank Limited:
Although National Credit and Commerce Bank Limited is a well-established commercial bank of country and operating well in the internal market. But I personally believe that the Bank have to make improvement over some of its policies concerning recruitment, training and development, performance management programs. I am including some recommendations which NCC Bank Authority can consider:
· NCC bank should open up more ATM Booths around the country.
· Banks should practice something whose main objectives, policies and procedures integrate with interrelated HR activities.
· To make the existing employees of NCC Bank more efficient and effective, the authority should execute lots of programs, seminars and workshops on training.
· Apart from the traditional recruitment process, NCC Bank should make different approaches to recruit employees from the external communities by providing opportunities.
· The bank also take part in career-related programs and job fairs and open-events and must take necessary steps to develop and support educational campaigns to attract talents.
· The bank needs to focus on appropriate strategic planning that helps in forecasting employee demands and try to prevent employee shortages or overwork.
· To reduce the high turnover rate of the employees HRD managers of the bank should establish a standard pay structure. And opportunities for employee’s promotion must be enhanced otherwise turnover rate will also raise proportionally.
· The control of the human resources department must be structured. Decentralization of the HR department will ensure speedy resolution of HR related issues.
· The 360-degree performance evaluation method is essential for the bank so that the branch supervisors and subordinates be able to evaluate each other's performance that is very important for the HR department.
· Successful employment plans are designed to identify the human resource needs of an organization. NCC Bank Limited may install HRIS software to keep employee updated; what kind of qualified staff do they have; predict the future needs have qualified employees.
· Bank management should restructure their internship programs.
· Bank management does not provide any compensation benefits for their interns. In this case, I think their interns should be given a minimum amount of compensation.


[bookmark: _Toc50314850]8.2 Conclusion
In conclusion, although HR policy of NCC Bank Ltd.'s HR policy and its banking systems and endeavors are yielding excellent results. However, I think that those will be further effective if the authority implement the recommendations outlined. NCC Bank Ltd. has received good results in its procedure of recruitment and selection, training programs, and initiatives taken to improvement over the quality of its staffs. The bank has ensured that its employees work with full potential that exhibits that the investment on their employees has not been unsuccessful. Furthermore, I also conceive that NCC Bank Limited can get better results by following recommendations described above.
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