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February 18, 2020
Ms. Farhana Rashid
Assistant Professor
School of Business and Economics
United International University

Subject: Submission of Internship Report
Dear Madam, 
I would like to inform you that I am submitting my internship report on “HR practice in Renata”. I have tried my best to submit this internship report that fulfilled all the requirement. I have also followed your instruction and guidelines that you are provided to me. I hope it will be quite helpful to enlighten my future career and knowledge. 
In this regard, I would like to thank you for giving me the opportunity to write and present my report on this topic and guiding me in every step while writing this informative report.
Sincerely Yours,
Kazi Sidartul Muntaha
ID- 111 151 561
BBA Department
…………………………..

[bookmark: _Toc32766219][bookmark: _Toc32769449][bookmark: _Toc32871264]                                                   Acknowledgement

To prepare this report, various sources of data, information and input were used and collected.

I am indebted to my Almighty who has blessed me and given me the strengths to complete my internship at Renata Limited and successfully finish the internship period. I would also like to give   thanks of gratitude to my faculty instructor Farhana Rashid, Assistant Professor, School of Business and Economics, United International University, who gave me the opportunity to do this report with his valuable guidance during the period of internship.
I am using this opportunity to express my appreciation to Mr. Md. Fuad Hasan Lotus, Manager at Renata Limited and the members of Reneta Limited who has supported me throughout the internship. I am thankful for their aspiring supervision, constructive criticism and pleasant advice during this time.








[bookmark: _Toc32766220][bookmark: _Toc32769450][bookmark: _Toc32871265]                                                 Executive Summary

In my last semester, I have done my internship at Renata Limited. As an HR intern, I have successfully performed and completed several project based assignments such as handling the HRIS and conducting report on Employee Engagement and other associated small word doc. reports at Renata Limited. I also gained experiences about the Human Resources activities of Renata such as attending ex-employees who came to collect their original certificates and other documents, calling up applicants about their interviews or appoint letter and assisted and coordinated them executing those activities, giving data entry of employee’s information etc.
In this report, I have described about my acquired technical, analytical and people skills which has helped me in my own development. I have also shared my perspective on the difference between academic and experiential learning. The assessment of the organization is briefly discussed along with my experiences.
As this was my first experience in the authentic corporate world, I faced some challenges as well. I overcame those challenges and identified what were my expectations from this internship and what I experienced here. This internship has definitely influenced me to continue with HR in my future career plans. 
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[bookmark: _Toc32871267]Introduction

I joined Renata Limited for the internship program under the Human Resource Division. I started my internship on 18 September, 2019. Renata is one of the most leading pharmaceuticals company in Bangladesh. Its corporate headquarters is at Plot no - 01, Milk Vita Road, Sec - 07, Mirpur, Dhaka - 1216, Bangladesh and it has two production sites (one is at Mirpur Site and another is at Rajendrapur Site). Highly qualified and skilled professionals are the main head of the reason of Renata’s success. Renata Limited is one of the leading pharmaceutical companies in Bangladesh. It belongs to the top ten pharmaceutical manufacturers in the country. The company produces not only human pharmaceuticals but also engages in manufacturing animal health and herbal products and is the market leading in this field.
To get an opportunity to initiate my occupational experience in such a prominent organization was a gigantic step for me towards my future career. I am fortunate that my first working experience has been so great because of Renata’s attractive environment, supportive people, work-life balance, food convenience, and beautiful park filled with trees, animals with positive energies everywhere. I have gathered some excellent knowledge and memorable experiences within this little span, which has helped me as a confident person and has given me the boost to follow my goals to become a HR professional by overcoming any obstacle that will come in my way.










[bookmark: _Toc32766222][bookmark: _Toc32871268]                                              Background of the report

This report is prepared on “HR Activities of Renata Limited’’ as a part of the fulfillment of report required for the completion of the BBA program of the business faculty of United International University. The report was prepared under the supervision of Farhana Rashid, Assistant Professor of United International University, who gave me the opportunity to do this report with his valuable guidance during the period of internship.
[bookmark: _Toc32766223][bookmark: _Toc32871269]                                                         Objective of the report

The objective of the report is to gather practical knowledge and experience about various HR activities performed by the different sectors of HR Department using HRIS in Renata Limited and how it has an effect on its organizational performance. 
· To know effectiveness of the HR policies 
· To identify the pitfalls in the existing system and recommend some changes that could be increase the effectiveness and efficiency of the organization.
· To plan accordingly for up-coming period.
· To know the performance appraisal system of Renata Limited
· To analyze compensation practice of Renata Limited
· To know the theoretical framework of training and development policy of Renata Limited
· To understand how satisfied employees are with the current HRIS system with some changes in HR policies.

                                           



[bookmark: _Toc32766224][bookmark: _Toc32871270]                                              Methodologies    

Methodology refers to the way of collecting information to prepare the report. To complete and fulfill the study, I have used primary data as well as secondary data.
[image: C:\Users\DOLPHIN\Desktop\data-collection-primary-secondary-methods-2-638-250x200.jpg]
	Figure: Data Collection

Primary Data: Primary sources of information are those that provide first-hand accounts of the events, practices, or conditions. Primary data is collected through the following methods:
· Direct interview
· Questionnaire to survey
· Observation
· Practical experience

Secondary Data: Second-hand, published accounts are called secondary data. They are called secondary data because they are created after primary data. Secondary data were collected from the following sources:

Internal sources:
· Renata Limited’s Website,
· Annual Reports.
· Business Review 2018, Renata Limited
· Renata Insight
External Sources:
· publications of Renata Limited
· Online website 
· Journals and research papers.
· Newspaper.
· Magazines
· Through colleagues from Renata
[bookmark: _Toc32871271]Limitation of the Report

· Time Constraint: it is the core drawback of this report. This time was not enough for complete the whole report in such a short time. By the way, I was so busy to complete my official duties as well as complete the whole report. 
· Confidentiality of sensitive information: There are many confidential issues that we have to handle it so smoothly
· Lack of knowledge for corporate world: As I have no knowledge about corporate world, so that is why I have face so many problems regarding preparing this report. 




[bookmark: _Toc32871272][bookmark: _Toc32766225]CHAPTER 2
Organization Profile

[bookmark: _Toc32766226][bookmark: _Toc32871273]History of Pharmaceutical Industry:

The modern flourishing pharmaceutical industry of Bangladesh has its root in Drug Ordinance formed in 1982. The rules and regulations of the Drug Act forms the foundation of the current industry. Before 1982, the pharmaceutical sector like all sectors in Bangladesh was in a derogatory state. The industry suffered the greatest negligence during the Pakistan regime. Most multinational companies had their production facilities in West Pakistan giving Bangladesh little opportunity for technology transfer. After the country’s independence in 1971, Bangladesh was in turmoil with an unstable economy and a poor base in pharmaceuticals. Insufficient funds constrained the government’s scope to invest in the health sector for several years. The majority of the population had little access to life saving drugs. The situation remained the same till 1982 when the Drug Act of 1982 was formed preceding the poorly planned Drug Act of 1940.
Multinational companies controlled the pharmaceutical market in the pre-1982 era. In 1981, there were 166 licensed pharmaceutical manufacturers in the country but local production was dominated by 8 multinational companies who manufactured about 75% of the products. There were 25 medium-sized local companies who manufactured 15% of the products and the remaining 10% were produced by other 133 small local companies who were capable of producing only simple liquid formulations. All these companies were mainly engaged in formulation out of imported raw materials involving an expenditure of BDT 600MM in foreign exchange. In spite of having 166 local pharmaceutical units, the country had to spend nearly BDT 300MM on importing finished medicinal products.
The most notable aspect about the development of Bangladesh’s pharmaceutical industry is the emergence of new local companies in the wake of Drug Control Ordinance in 1982 prior to which local corporate could hardly operate in this sector. The government decided to address the multinationals’ stranglehold by imposing new regulations which were to be enforced by the Drug Regulatory Committee (DRC).
Pharmaceuticals Industries of Bangladesh has amplifying significantly over the last few years. According to Bangladesh Association of Pharmaceutical Industries (BAPI) and Directorate General of Drug Administration (DGDA), approximately 257 licensed pharmaceutical manufacturers are operating in Bangladesh and about 150 are functional. From 2012 to 2018, historical six years CAGR was 15% and from 2014 to 2018, historical four years CAGR was 21%.
[image: C:\Users\IT SUPPORT 02\Desktop\Capture2.jpg]

At Present pharmaceuticals industries is one of the sectors with high tech equipment and professionals which have wide range of facilities of huge potential pharmaceuticals formulation which creates the self-sufficiency in the economy. The prime focus of the Bangladesh government is to minimize import dependency of basic drugs and improve manufacturing capability of active pharmaceutical ingredients, base materials and other Allied industry inputs. This also creates a positive image that increases the investment in pharmaceuticals sector. The combined capacity of the industry for the pharmaceutical formulation is huge and a number of companies have recently got approval from UNICEF as its global as well as local supplier of pharmaceutical products. 
[bookmark: _Toc32766227][bookmark: _Toc32871274]Company Overview

Renata Limited first laid in Bangladesh as Pfizer limited as a foreign company. In 1972 it started its operation. Pfizer transferred their ownership of its Bangladesh operation to local shareholders in 1993. After the entitlement handover, the name Pfizer was changed to Renata Limited.
Renata Limited (formerly Pfizer Limited) put an effort to be on the top and now they become one of the fastest growing pharmaceutical and animal health product producers in Bangladesh. Human pharmaceuticals and Animal health products are the core business product for Renata ltd.  Renata Limited has become 4th largest pharmaceutical company and in animal health product sector it has become market leader. 
Renata exports their products in different countries such as Afghanistan, Belize, Cambodia, Ethiopia, Guyana, Honduras, Hong Kong, Kenya, Malaysia, Myanmar, Nepal, Philippines, Sri-Lanka, Thailand, United Kingdom, and Vietnam.  The Company is listed on the Dhaka Stock Exchange with market capitalization of approximately Taka 87 billion.
Renata limited has three manufacturing sites Mirpur, Bhaluka, Rajendrapur with eight manufacturing facilities spread over these manufacturing sites. Moreover, Renata Oncology Limited runs two manufacturing facilities. To facilitate distribution of products 19 depots like, Burigonga, Brahmaputra, Kirtonkhola, Chattogram, Gomti, Surma, Khulna, Korotoa, Rangpur, Jashore, Rajshahi, Feni, Faridpur, Turag, Gazipur, Chakaria, Bhairab, Dinajpur, Tangail are working across the country.
Renata Limited (formerly Pfizer Laboratories (Bangladesh) Limited) is one of the top 10 market player in term of revenues and market share. Renata basically manufactures and marketing the human pharmaceuticals and animal health products and their lion share of income comes from it. Renata have 5000 employee in the organization who are working in three manufacturing sites in Mirpur, Rajendrapur and Bhaluka.
In 1972 it has started its journey as a foreign company Pfizer (Bangladesh) Limited and proved service for 21 years. As one of the subsidiary of Pfizer Corporation, it serves for two decades however in late 1990s Pfizer had shifted its focus from formulations to research. This transformation divested their attention and interest from many countries including Bangladesh. 
[bookmark: _Toc32766228][bookmark: _Toc32871275]Company Profile: 
 
Renata is one of the top pharmaceuticals company in Bangladesh. It began its journey as Pfizer (Bangladesh) Limited in 1972. Renata Limited (formerly Pfizer Limited) put a tremendous effort to be on the top and now they become one of the leading name and fastest growing pharmaceutical and animal health product producer in Bangladesh. Renata have 5000 employee in the organization who are working in three manufacturing sites in Mirpur, Rajendrapur and Bhaluka.
Type of Company: Listed Public Limited (Dhaka Stock Exchange)
Main Business: Renata Limited Manufactures, Markets and Distributes Human Pharmaceuticals and animal therapeutics of nutrition products.
Production Sites: Two production sites. The Mirpur Site is 12 Acres and Rajendrapur Site is 19 Acres.
MHRA Certificate: Medicines and Healthcare products Regulatory Agency, UK has issued a Certificate of GMP Compliance of a Manufacturer to Renata Limited for Potent Products Facility at section 7, Mirpur, Dhaka.
Marketing & Distribution Rights: 
· Evans Vanodine International (UK): Animal farm disinfectants 
· Zinpro Corporation (USA) 
· Biomin Holding GmbH (Austria): Animal nutritional product 
· Bomac (New Zealand): Animal health product. 
· Novus (USA): Animal health products 
· Indian Herbs Overseas 
· Blue Seas Life Sciences 
· Dongbu Farm Hannong Co. Ltd., Korea. 
· IZO Vaccines, Italy. 

Investment in Subsidiaries: 

· 99.99% Shareholding in Renata Agro Industries Limited. 
· 99.99% Shareholding in Purnava Limited. 
· 99.99% Shareholding in Renata Oncology Limited. 



Organization Logo: 
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	Name of the Company
	Renata Pharmaceuticals Limited

	Date of Commencement
	1993

	Head Office
	plot no- 1, milk vita road, sec- 7, mirpur

	Web Page
	www.renata-ltd.com

	Managing Doirector
	Syed S. Kaiser Kabir

	Head of Human resource 
	Nisbat Anwar

	Auditor
	Mr. ATM Muniruzzaman

	External Auditor
	Hoda Vasi Chowdhury &  Co Chartered Accountants

	Market Capitalization
	$400 Million

	No. of Employees
	3485 Employees

	Quality Recognition
	1S09001- 2000 (DNV)


	
[bookmark: _Toc32766230][bookmark: _Toc32871277]Mission:
Mission statement describes a company's function and fundamentals. The mission of Renata
Limited is:
"To provide maximum value to our customer, shareholders,
Colleagues and communities where we leave and work"

[bookmark: _Toc32766231][bookmark: _Toc32871278]Vision: 
Vision is the ultimate goal of an organization. The vision of Renata is as under:

	     "To establish Renata Permanency among the best of
       Innovative branded generic companies.”

[bookmark: _Toc32766232][bookmark: _Toc32871279]Values:
	
Company Values are the set of guiding principles or beliefs that help a group of people work together as a team or committee to achieve a certain goal. From the Business perspective, setting a company values that helps the company to achieve their goal or target easily, it also helps the company to easily communicate with their clients and make them successful by following the values of the company. Renata Limited also has some values of their own. Renata Limited keeps their values so simple and easier because they believe if their values are simple and unique, that helps the client to remember this easily. They also keep their values unique that helps the customer to attract with their values.

The values of Renata are appended below:
· Customer Focus: Customer satisfacyion are the main reason behind our success.
· Corporate Family: We recognize that people are the keystone of Renata's success
· Building Leaders: Renata Limited cannot ignore the contribution of the leaders in all spheres of its activities. That is why creating leaders is a priority. Today’s Entrant must become tomorrow’s leaders.
· Integrity: We conform to the highest ethical standard. 
· Social Responsibility: We make active efforts to improve the welfare of the community in which we operate.

[bookmark: _Toc32766233][bookmark: _Toc32871280]Capabilities:

Capabilities means a description of what business does independently of how and why. Company’s capabilities are that ability which a company can perform better than competitors. The Capabilities of Renata Pharmaceuticals are appended below:
· Offers wide range of products - more than 145 molecules in over 257 dosage forms
· Specialization in manufacturing Hormonal products.
· Offer facilities for Contract-manufacturing
· Provides assistance in product promotion and training in overseas market.
[bookmark: _Toc32766234][bookmark: _Toc32871281]                                                            Divisional Structure
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[bookmark: _Toc32871282]Employee Hierarchy 



[bookmark: _Toc32766237][bookmark: _Toc32871283]
Subsidiaries:

· Renata Agro Industries Limited: The principal activities of Renata Agro Industries Limited are to carry on business for the production and sale of various agro based products, and poultry breeding & hatching and sale of poultry products.
· Purnava Limited: Purnava Limited is committed to promoting non-medicated healthcare products that enable a healthy and preventive lifestyle.
· Renata Oncology Limited: The principal activities of Renata Oncology Limited are to carry on the business of manufacturing, marketing and distribution of Oncology related products


[bookmark: _Toc32766238][bookmark: _Toc32871284]Corporate Social Responsibilities

The main focus of corporate social responsibility of Renata is caring for the employees, assisting disadvantaged members of our society, and building a sustainable community and environment. This includes:

· Healthcare for employees and their families: The Renata health program covers all permanent employees, their spouses, and children. This program includes surgery, hospitalization, as well as routine doctor visits.
· Support to charitable organizations: JAAGO Foundation is a non-profit organization that works to provide education to children from socially and economically disadvantaged backgrounds. Various support functions work to ensure the sustainable growth of their core schooling program as well contribute to improved livelihoods within affected communities. 
· Scholarship for meritorious students: HOPES (Helping Organization for Promising and Energetic Students) runs a scholarship program for meritorious students. Renata Limited sponsored students for studying medicine under this program.
· Women’s empowerment: In 2015, Wasfia Nazreen became the first Bangladeshi to scale all the seven summits. Renata supported her expeditions to Mount Elbrus and

Everest. Carstenz Pyramid, the final climb of her seven summits expedition was also sponsored by Renata.

[bookmark: _Toc32766239][bookmark: _Toc32871285]Products/Services

Renata has more than 145 molecules in over 257 dosage forms. Here, few of the product lists are given below:

Pharmaceuticals Products
· Anti-bacterial Preparations- Furocef
· Anti-spasmodic Preparation- Algin
· Anti-diabetic Preparations- Mepid
· Hemostatics Preparation- Xamic
· Anti-asthmatic Preparation- Odmon 5
· Vaccine- Rabipur

Animal Health Products
· Poultry Product – Enrocin
· Aqua Products – Rena Fish, Renaquine 100% Biomin Pondlife
[bookmark: _Toc32766240][bookmark: _Toc32871286]Business Activities
 
Renata Limited (formerly Pfizer Limited) put a tremendous effort to be on the top and now they become one of the leading name and fastest growing pharmaceutical and animal health product producer in Bangladesh. Renata Limited (formerly Pfizer Laboratories (Bangladesh) Limited) is one of the top 10 market player in term of revenues and market share. Renata basically manufactures and marketing the human pharmaceuticals and animal health products and their lion share of income comes from it.
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[bookmark: _Toc32766241]	                                         Figure: Business Activities of Renata
[bookmark: _Toc32871287]Financial Activities:

In terms of turnover rate, Renata’s position is currently 27th in the stock market among the listed companies. Most importantly it is holding 11th position among the pharmaceuticals company in our country.
Financial performance in last few years is showing below: 
            [image: C:\Users\IT SUPPORT 02\Desktop\jjjjjjjjjjj.JPG]
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Administrative Activities

[bookmark: _Toc32766242][bookmark: _Toc32871289]Processing Employee Beneficiary

 This benefit will be given to that particular person whose name is suggested by the particular employee, and the person is played the role of Nominee. In case of employee passing away, the company shall provide the particular amount of provident fund/WPPF/all kinds of benefits to the nominee, written by the employee.
Here are some of the pictures of beneficiary forms are given below:

[image: C:\Users\IT SUPPORT 02\Desktop\oooooo.JPG]
	
Figure: Beneficiary Form




Eligibility of the Nominee

[image: C:\Users\IT SUPPORT 02\Desktop\pppp.JPG]


Nominee Photograph

[image: C:\Users\IT SUPPORT 02\Desktop\iiiiiiikkkkk.JPG]

Information Regarding the Nominee

[image: C:\Users\IT SUPPORT 02\Desktop\rrr.JPG]
[bookmark: _Toc32766243][bookmark: _Toc32871290]Managing Leave Application

In Renata, there are certain types of leave they give to the employees. Employee may need various types of leave for their personal reason. So, Renata gives their employees some certain leaves that help the employees to sort out their personal matters easily within that time.
There are some leaves are given below:
· Privilege Leave: Renata gives 24 days privilege leave of their employees annually. These leaves are not allowed for contractual employees of the organization.
· Sick Leave: Renata gives 14 days Sick leave of their employees annually. This leave are not allowed for the family members sickness, only for the employees sickness it is allowed. If an employee take sick leaves more than five days, then medical certificate by the registered practitioner is mandatory. This leave is applicable for all the regular employees. 
· Casual Leave: Renata gives 10 days casual leave of their employees annually. This leave is applicable for all the regular employees. If employee takes more than 4 consecutive day’s casual leave than the whole leave will be treated as casual leave. 
· Leave without Pay: This leave is granted if the Head of Department is approved. Before seven days, employees should give notice to the departments.
· Special Sick Leave: An application should be submitted to the department and medical certificate by the registered practitioner is mandatory given to the department.
· Maternity Leave: This leave is applicable for all the regular female employees. 120 days per pregnancy a female employee can enjoy this leave. 2 months before and 2 months after Expected Delivery Date, female employees enjoy this leave.



Processing Vehicle requisition 

Renata Limited gives vehicle facilities to their employees that make them more comfortable. If they want to get the facility they should apply for vehicle requisition. At first, they login their account by using employee ID and Password. Once they login, enter home page then go to vehicle requisition. Click on the new application, after clicking new application button vehicle requisition form will appear then click requisition type, pick up and destination point, number of travelers, then click ok. The requisition is being approved. 


[image: C:\Users\IT SUPPORT 02\Desktop\vehicle requisiton form.JPG]
	Figure: Vehicle Requisition Form





Information of Employee Identity Card

By looking at this form, anyone will be able to have an idea about the certain employee of this organization. Here are mentioned employees personal details such as name, his division, department, blood group, designation, location, mobile number, and emergency contact number and so on. 

[image: C:\Users\IT SUPPORT 02\Desktop\popopopop.JPG]
	                                    Figure: Information of employee ID card



[bookmark: _Toc32766244][bookmark: _Toc32871291]Guidelines for Medical Benefits

Employees and dependents can get health care benefits, the eligible dependents are mentioned below:
· Spouse
· Dependent Children (22 years or younger)

Medical Facilities
Confirmed Employees are eligible to get medical facilities, they are eligible to get all medical facilities but they have to submit their reports or doctor suggested prescription within one month of the doctor visit, recommendation of recognized medical practitioner (SACMO, RMP, LMF, DHF, and DGP) will be preferable. Medical Expenses are covered by the Renata depending on the employee’s illness if employees are suggested by the Renata’s medical department. Original certificate must not submit to the departments, photocopy of medical certificate must be submitted. 
For individual use, the following medical tools considering the merit of the situation:
· Nebulizer Machine
· Glucometer and Strip
· Any other personal medical equipment.

Vision and Eye Care
Same as follow in eye care facilities. Confirmed employees are eligible to get eye care facilities. In this case, they have to submit their doctor suggested prescription and reports within one month of the doctor visit. Medical Expenses are covered by the Renata depending on the employee’s illness if employees are suggested by the Renata’s medical department. 
[bookmark: _Toc32766245][bookmark: _Toc32871292]Social Media Usage Policy  

This policy will apply for those employees who create and contribute to blogs, online forums, Wikis, micro blogs, message boards, chat rooms etc.
All the employees of Renata Limited should be aware of this policy. Employees of Renata have to know about the company’s code of conduct, Employee handbook, etc when using social media and also should know about the result of the action. Employees are not publishing post that is confidential. If employees want to know whose information are confidential then he should check the Human Resource Division.
[bookmark: _Toc32766246][bookmark: _Toc32871293]Vehicle Policy

Vehicle policies are for those employees who are eligible to use company vehicles. Renata provides vehicle pool service for regular employees Grade M13 Officer to M6 Senior Additional Manager. Full time vehicle service provide to Grade M5 Manager and above for in house and Grade F5.
There are two types of vehicle usage facilities are mentioned below:
· Vehicle Pool Services
· Full time vehicle usage facility
[bookmark: _Toc32766247][bookmark: _Toc32871294]Vehicle Pool Service

· Pick and Drop Services: In exact time, Vehicle is reached at the designated point. If the employees are not reached at the designated point at time, then the vehicle will leave and the employee will have to reach office by his own expense. The company will not pay for conveyances in such case. If the employee is not on the vehicle on time, then the vehicle will leave and employee have to go home on her own expense and the company will not liable for that.

· Second Lift Services: This service will provide for those employees who stay long time in the office. The exact leaving time, the vehicle will leave and it will not wait for 

anyone. All vehicles will leave Renata within 10 minutes after the site specific ending time. If the employee is not on the vehicle on time, then the vehicle will leave and employee have to go home on her own expense and the company will not liable for that.
· Sixth Day Pick and Drop Service: This service will be available for the sixth working day of the week. The vehicle will arrive Renata by 10 am and leave within 4pm. If any employee wants to grab this service he should inform the Human Resource Authorities or apply in online EMPRESS data by 3pm. If any employee fails to receive this service, then he should travel by his own expense, company will not liable for that.
· Official Use of Vehicle within Dhaka City: if any employees want to take this service then he should inform the HR department because there are certain rules and regulation they have to follow if they grab this service.  
· Official Use of Vehicle Outside Dhaka City: if any employees want to take this service then he should inform the HR department before 3 days prior to take this service.




[bookmark: _Toc32766248][bookmark: _Toc32871295]Full Time Vehicle Service

Renata Provide these service for Manager 11 and above for in house and RSM and above for field force through the following scheme. If employees wish to purchase their car they have to pay in full and no installment will be allowed.
[image: C:\Users\IT SUPPORT 02\Desktop\car.JPG]
                                                              Figure: Full time vehicle service
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[bookmark: _Toc32766250][bookmark: _Toc32871298]HRM Philosophy and Functions of Renata

· Philosophy

The key consideration of a pharmaceutical Company is human resources who mainly contribute to maximize the profit margin and to retain the company’s goodwill. Likewise, Renata limited, having the key consideration of Human Resource Department, also conscious of its human resources. Renata limited strongly believes that its valuable human resources are making the company fit for the today’s competitive market. Philosophies of Renata Limited regarding HRM are listed in the following:
i. The company’s HR philosophy should be related to its values;
ii. HR policy of the company should be relevant with its mission and vision;
iii. All employees must be aware of the existing policies of the company that is why understanding the policies is badly needed for managing the employee performances;
iv. Newly developed policy of the company shall be circulated;
v. Only qualified human resources can deliver the best product for its customers; 
vi. The company makes sure that maximum output with minimum human resources;
vii. Employee motivation, regular training and discipline in any job make the environment flexible and dynamic that help utmost services to the customers by the use of least possible human resources;









· Functions of Renata

Renata Lmited Human Resource Division follows various functions. Renata always gives full priority to its employees. The functions of Renata limited Human Resource Departments are mentioned below: 
I. Recruitment and Selection
II. Training and Development
III. Compensation and Benefits
IV. Employee Relations
V. Human Resource Development
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Recruitment and Selection

[bookmark: _Toc32766252][bookmark: _Toc32871300]Recruitment Methods and Responsibilities

Renata Limited follows different recruitment methods and responsibilities.  These are the methods are mentioned below:
· After getting the approval from Managing Director of Renata limited, the recruitment process are starred 
· Renata always follow the method of  recruitment policy
· After consultant with the  Head of Human Resource Division, Renata can follow different sources of recruitment process and apply it 
· After shortlisted the CV, Renata Limited consultant with the head of the Human Resource Division 
· Without written permission from the Managing Director of the Renata, no such employee recruitment is held 

[bookmark: _Toc32766253][bookmark: _Toc32871301]Policy Guidelines

1. Newspaper Advertisement: Through newspaper advertisement, Renata usually recruits their employee and Human Resource department helps to finalize the content of the advertisement. After finalize it, Human Resource department submit it to the newspaper. Renata creates it contents nicely, so that it attracts the right person and ensures maximum visibility. The Human Resource department should place one copy to the notice board.
2. Online Advertisement: Renata has the contract with bdjods.com. They can submit their advertisement in the online as like newspaper so that recruit the suitable person for their organization. In this case, Renata at first consults with the Head of the Human Resource department and then submits the advertisement to the online. The Human Resource department should place one copy to the notice board so that the employees are informed about the recruitment process and if they have the suitable person they can recommend that.
3. Notice Board Circular: The Human Resource department should hanged one copy to the notice board before any recruitment process. The Human Resource department should place one copy to the notice board so that the employees are informed about the recruitment process and if they have the suitable person they can recommend that. Employee recommendation is another important recruitment process for collecting the suitable employee.
4. Interns: Through Interns, Renata can choose suitable or appropriate candidate for the selective post. The departments can also recommend interns for the selective post if the performance of the intern is satisfactory. In this case, Renata at first consults with the Head of the Human Resource department and also inform to the Managing Director of the Renata. After getting the approval of the Managing Director and the head of the Human Resource Department they going for the recruitment process. 
5. Written Approval: Without getting the approval of the Managing Director of the Renata, no such recruitment is held.
6. The Head of the Department: Same as follow in this case. After getting the permission of the Managing Director, the Head of the Human Resource Department approval is also needed.
7. Own Field Force: They can submit their advertisement in the field force so that recruit the suitable person for their organization. In this case, Renata at first consults with the Head of the Human Resource department and then further go for the recruitment process.
8. Promotion: By giving promotion, Renata can get the right person for the post. It is another important recruitment process in between of them. For this, the concerned department should send the CV to the head of the Human Resource Department and also to the Managing Director of Renata.



[bookmark: _Toc32766254][bookmark: _Toc32871302]Manpower Approval Process

The manpower approval process of Renata mentioned below:
1. The Department in which new employees are required, that concerned department should fill up the staff engagement proposal form and then mail it to the Human Resource department. Then the Human Resource department mails the form to the Managing Director. If the Managing Director of Renata approves it then further recruitment process can start.
2. Without getting the approval of the Managing Director of the Renata, no such recruitment process is held.
3. The Human Resource department attaches or enlists the job description and specification whenever a proposal is sent to the Managing Director.
4. After getting the approval from the Managing Director, Human Resource department keeps the original copy of the form and send one copy to the concerned department.

Sources of Recruitment

When we say about the recruitment, the first question was raised and that is, “What will be the sources of recruitment?” Renata Limited always tries to attract the suitable and capable candidates for their organization.  Their first concern is always that how to get the suitable and capable candidate for their organization. When Renata needs to hire or recruit an employee, what characteristics should be included that employee they will try to get out of it through job analysis. They give hundred percent efforts to find out the suitable and right candidate for their organization. Renata takes it like a challenge to find out the right employee. If they able to find the right candidate for their selective post, that will be their biggest achievement that they fulfilled. They usually recruit employees in different ways.  They can recruit employees by internal sources as well as external sources. The sources have some weakness and strength but both sources are effective for recruiting the suitable candidate. 
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	Figure: Sources of Recruitment


Internal Sources
· Renata usually recruits employees by internal sources. They recruit employees within their organization
· By giving promotion to the employees, Renata recruit suitable candidate. It will reduce the extra cost of their company
· Renata  recruit suitable and right candidate for their organization by present or permanent employees, it will also make their work more easier
· They recruit suitable or capable candidate within casual or temporary employees
· Renata  recruit candidate through retired person also
· It is one of the common recruitment parts of the recruitment process. If an employee within the organization know someone who are eligible for the selected post, and who are match with the job requirement than the employee can recommend or suggest his/her name for the selective post
· The advertisement is hanged on the notice board. Within the organization, employee can know from the notice board. And they can recommend someone, if they have any

External sources
· Through Newspaper, Renata recruit employee. Now-a-days everyone reading newspaper and it will be the great source for attract right candidate. 
· Through advertisement, they recruit employees. 
· By giving poster or by giving advertisement to the internet and Facebook they hire the suitable candidate
· By private employment agencies or consultancies or professional agencies. Renata usually recruit the capable candidate
· Educational institute like visiting university they usually recruit employees




[bookmark: _Toc32766255][bookmark: _Toc32871303]Recruitment and Selection Process

Recruitment is like a process where organization tries to attract suitable or right candidate for their organization, for these they follow different sources. They try to attract candidate by internal sources as well as external sources.
Recruitment is one of the essential parts for the Human Resource Department. They give hundred percent efforts to find out the suitable and right candidate for their organization. Renata takes it like a challenge to find out the right employee. If they able to find the right candidate for their selective post, that will be their biggest achievement that they fulfilled.
[bookmark: _Toc32766256][bookmark: _Toc32871304]Standard procedure of recruitment and Selection Process

· Renata always tries to attract capable and right candidate. Through Human Resource Planning or request by the concerned department, recruitment is generally held.
· Human Resource Department try to find out right candidate through job specification and job description
· Concerned Department who needs to recruit an employee must have to inform the Human Resource Department
· All the process of recruitment is done by the Human Resource Department
· Right or capable candidate must have the knowledge about the job requirement that the concerned department needs to have an employee
· Renata usually selects an employee by using different sources and before they have to discuss with the Human Resource Department
· Then everything is ok, then the Human Resource Department call the selected candidate for the interview
· Through interview, they select the suitable or capable candidate, which candidates everything is properly matched with the job requirement
· Then the select suitable candidate and give the appointment letter to them
· Human Resource Department check the reference and the background of the candidate
· Candidates all academic certificate , National ID card or Birth certificate copy should be submitted by the Human Resource Department
[bookmark: _Toc32766257][bookmark: _Toc32871305]Attract Applicants and Collecting Resume

Renata Limited usually recruits employees in different ways.  They can recruit employees by internal sources as well as external sources. The sources have some weakness and strength but both sources are effective for recruiting the suitable candidate. If they able to find the right candidate for their selective post, that will be their biggest achievement that they fulfilled.
Internal Sources
· Employee Referrals: It is one of the common recruitment parts of the recruitment process. If an employee within the organization know someone who are eligible for the selected post, and who are match with the job requirement than the employee can recommend or suggest his/her name for the selective post
· Notice Board: The advertisement will be hanged on the notice board. Within the organization, employee can know from the notice board. And they can recommend someone, if they have any
· Transfer: Renata can recruit employees by internal sources. They recruit employees within their organization. By transfer someone, they can recruit suitable candidate for the selective post
· Promotion: By giving promotion to the employees, Renata can recruit suitable candidate. It will reduce the extra cost of their company
· Personal Employee or Retired Person: Renata can recruit suitable and right candidate for their organization by present or permanent employees, it will also make their work easier. Renata can recruit candidate through retired person also.
External Sources
· Newspaper: Through Newspaper, Renata can recruit employee. Now-a-days everyone reading newspaper and it will be the great source for attract right candidate. 
· Giving Poster: By giving poster or by giving advertisement to the internet and Facebook they can hire the suitable candidate
· Private Employment Agencies: By private employment agencies or consultancies or professional agencies. Renata can recruit the capable candidate

· Educational Institution: Educational institute like visiting university they can also recruit employees

[bookmark: _Toc32766258][bookmark: _Toc32871306]Short Listing

When Human Resource Department get enough resume from different sources, then they will go for the next step and that is shirt listing the resume out of it. 
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Figure 1.2: Short Listing

The Human Resource Department short list the resume by looking the job requirement what they want is it match with the employee or not, the candidate is actually capable to do the job or not, etc. After doing all of these, they decorate the resume and sent it to the concerned department and finally sent it to the Human Resource Department. The Human Resource Department chooses the suitable candidate for the organization.

Make Call List and Inform Candidate

After doing these, the Human Resource Department collect the selected resume and inform the candidate for the interview via phone call or SMS or email. They also prepare a call list, here they include father’s name, mother’s name, date of birth, university name, mobile number and they also put a column where they include remarks. If the candidate phone number is short then they directly call them, but if the candidate phone number is large then they inform the candidate via email or SMS. After informing them, the Human Resource Department put a tick mark on it, that which candidate they inform via phone and also note down that the applicant is available or not.
[bookmark: _Toc32766259][bookmark: _Toc32871307]Preparing Attendance Sheet

After doing these, the Human Resource Department prepares an attendance sheet where the applicants name and signature column are included. They sent it to the reception. So, when candidate will come, they signature there and attend the interview. 
[bookmark: _Toc32766260][bookmark: _Toc32871308]Interview

Finally interview session is held. In interview board, five members are present there. Some are from the Human Resource Department some are from the concerned department and some are from different department. 
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The members of the board ask different types of question to the candidate so that they can judge them. The interviewer asks about the candidate study related question, personal life related question, job related question also. If the candidate worked before in another organization, they asks question from there also. The members of the interview board also create a situation in front of the candidate and asks question from there to know how the candidate answer it and how he get out from the problematic situation. The interviewer also asks about the expected salary from the candidate, asks about her job experience also, the members of the board also asks question about the leaving from that organization etc. they also evaluate some aspects from candidate. They are mentioned below:
· Leadership
· Performance
· Confident
· Technical Skill
· Job Understanding
· Decision Making Ability
· Communication Skill

Call the Final Candidate
The members of the interview board will work the candidate by the mentioned scenario and select the final person. If they need two or more employees then they have to select two or more employees out of the candidates and inform to the Head of the Human Resource Department and Managing Director also. Then they finally call the selected candidate and tell them to bring necessary papers.
[bookmark: _Toc32766261][bookmark: _Toc32871309]Employment Background Check

The new candidate have to submit the following documents, are mentioned below:
· The new employee have to submit his updated resume to the Human Resource Department
· In Employment Information Form, the new employee have to give his full information lie his father’s name, mother’s name, present address and permanent address, date of birth, National ID card number, etc. if he attend training session , those information should written there, employment history, reference , emergency contact number also should be written. 
· The new employees all academic certificate should be submit to the Human Resource Department
· The new employees clearance certificate from other organization where he works in the past also submit to the Human Resource Department
· The new employee also submit seven copy passport size photograph to the Human Resource Department
· Nationality certificate also have to be provided to the Human Resource Department
· The new employee should be submit his medical certificates from any medical officer or civil surgeon to the Human Resource Department
· The new employee should be submit his blood group report
· Driving license also have to be provided to the Human Resource Department
· The new employee will have to be mention three person in the nominee who will get benefits after his death
· The new employee should be submit his passport copy to the Human Resource Department if he have




[bookmark: _Toc32766262][bookmark: _Toc32871310]                                          Training and Development

[bookmark: _Toc32766263][bookmark: _Toc32871311]Training and Development of Renata

Training and Development is the key to improve the performance of an employee. It is helps employees to perform their daily works in a better way. It increases the employee’s knowledge, ability and skills through training and it also impact the employee attitude and increase his or her knowledge and skills. Training is key essential for organizational development and success. Training gives the opportunity to the employees to improve his or her lacking. Training is equally important for both employees and employers.  Through training, employees can improve their performance and that will give them utmost satisfaction. For their satisfaction, it will increase their capacity of doing the job. Through training, if their performance will improve, it will automatically increase their productivity. 
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	       Figure: Training and Development

If there is no effective training then employees knowledge, skills, ability will not increase and for this they cannot perform good, productivity will be fall, employee satisfaction will be fall. When the organization sees that the training is effective, they will give this training for the next group. If the training is effective for one group, then it will proceed for the next group. But if the 

Training is not effective for one group, and then it will not proceed for the next group. So these are the essential reason for the training should be effective. Heightened morale results in increased morale of employees because of reduction in dissatisfaction at work, reduce complaints and reduce absenteeism and increase interest in work. A trained employee knows about what job he has to do and how to do that job requires no guidance. Trained employees are more efficient because they already know their lacking so they can improve themselves through this, that’s why trained employees are more efficient. Training will increase innovation in new strategy. It will also enhance company’s reputation. 
Training can be two types, are mentioned below:
· Specific Training: It is the most common training program. For example, if an employee does not know how to handle or work in excel so if the organization gives training to the employee. He can usually help them a lot. 
· General Training: Some training are specific and some training are like, behavioral training, leadership training, management training, etc. these types of training result comes later. If an employee takes leadership skill today, he cannot be a leader within tomorrow. Usually it takes time. But in specific training employee can get result within tomorrow. 







[bookmark: _Toc32766264][bookmark: _Toc32871312]Topics Covered By Renata

Renata arrange various training program for their employee so that the employees can get rid of their lacking’s. Training and Development is the key to improve the performance of an employee. It is helps employees to perform their daily works in a better way. It increases the employee’s knowledge, ability and skills through training and it also impact the employee attitude and increase his or her knowledge and skills. If there is no effective training then employees knowledge, skills, ability will not increase and for this they cannot perform good, productivity will be fall, employee satisfaction will be fall.
Different training courses they offer for their employees are mentioned below: 
· Communication both written and verbal
· Basic computer skills
· Leadership
· Time management
· Stress management
· Total Quantity Management
· Operation and Production Management
· Problem Solving and Decision Making
· Job Related Technique Training
· Special Technique Training
· Company Rules, Regulation and Production
· Labor laws
· Employee Relationship
· Interpersonal and Group Communication Skills
· Team Management 
· Risk Management 
· Event Management 

[bookmark: _Toc32766265][bookmark: _Toc32871313]Methods of Training

Training and Development is the key to improve the performance of an employee. It is helps employees to perform their daily works in a better way. It increases the employee’s knowledge, ability and skills through training and it also impact the employee attitude and increase his or her knowledge and skills. Training is key essential for organizational development and success. Training gives the opportunity to the employees to improve his or her lacking. Through training, employees can improve their performance and that will give them utmost satisfaction. For their satisfaction, it will increase their capacity of doing the job. Through training, if their performance will improve, it will automatically increase their productivity. If there is no effective training then employees knowledge, skills, ability will not increase and for this they cannot perform good, productivity will be fall, employee satisfaction will be fall. When the organization sees that the training is effective, they will give this training for the next group.
Renata uses different methods of training that are mentioned below: 
· On The Job Training: Every employee’s from the entry level to the CEO, everyone gets on the job training, when they were new in the organization. Renata also provide this to his every employees and it’s a common practice of Renata. Because of that every employees learn their work related methods within the organization. Employee can gather 100% knowledge about their job, it will help them greatly. On the job training is accepted widely and most common method of training employees in the skills and helps them to perform their work well.
· Demonstration:  is an effective method for train employees because it is much easier to show an employee a scenario about how to do the jopb rather than to tell him to gather information from the book. Renata usually most of the time use this method. Some demonstrations are giving lectures, showing pictures, text materials etc. 
· Team Training: Team training involves the coordinating the performance of individuals who work together for achieving success. Renata who gives the team training and it is necessary to train them within in a team.
· Training by Supervisor: This time supervisor will train the employees for getting rid of their relative problems. It is one of the essential methods of giving training to the employee’s. Here, supervisor train them. Supervisor provides meaningful training to their employee’s so that they can do their job in a better way. Renata limited should provide appropriate trainer for their employee’s also. 
· Observation: Observation is also one of the methods of training. It minimizes interruption of work. It also generates data relevant to work environment. 
· Questioner: Through questioner, employers can know is the employees want training or not, or what types of training they needed.  It is quite expensive but by using this lots of data can collect. And the data are easily summarized. 
· Historical Data: Renata uses historical data and it provides information regarding current performance levels, which is useful for identifying gaps between actual and desired performance. The historical data was used along with semi structured interviews and observations to identify the causes for the errors and interventions to reduce them. 
· Online Training: Also known as computer based training, distance learning, etc. it is form of instruction that takes place completely on the internet. Online training is more comfortable and saves a great amount of money, less supervisor, etc. it is more accessible by the workforce in the Course of the day. 

[bookmark: _Toc32766266][bookmark: _Toc32871314]Training Evaluation

Training evaluation is highly important and Renata follow training evaluation to know whether the training is effective for their employees or not and is this helpful or useful or not. Reanta follow Kirkpatrick model of training evaluation. It is an international model that every training provider when they give the training and evaluate the training they want to see whether the training is effective or not. When Renata gives the training evaluation they can say that is the training is effective for their employees or not. If Renata measure these five points then they can say that is the training or not, 
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                                             Figure: Training Evaluation Model
· Reaction: In reaction, here Renata measures what is the employee’s reaction for the training. If the employee’s reaction is good, if they learn lots of thing during the training, if the training is useful and helpful for them, than Renata will go for the same training to the next group. So the employee’s reaction matters a lot. If the employee’s will be five out of five, if the employee’s reaction is excellent after getting the training, than the organization go for the next group.
· Learning: if the employees reaction is wow, that’s mean trainee learns a lot. If the trainees reaction is bad, that’s mean training is not effective and employees does not learn anything from it. Renata creates likert scale method for their employees to know is the training are effective.
· Behavior: if the employee learns a lot it also affects their behavior. Before the training their behavior are negative but after the training their behavior will be change to positive
· Result: If their behavior is positive, everyone will be productive. Before training, if the employee produces ten units after the training, they produce twenty units. So, it impact’s their result.
· Return on Investment: If Renata aims to increase productivity and Return on Investment, the management must determine which sort of training is necessary and to whom of the workforce the training should be given. The target should be to give training to selected personnel so that production cost decreases and product quality improves. The

[bookmark: _Toc32766267][bookmark: _Toc32871315]How Renata Identifies Training Needs

Training needs assessment is important because if Renata doesn’t find a right trainer or trainee, topic, facilities, they will not find the right training. So, Renata has to do an appropriate need assessment for training. Renata’s success and effectiveness of their training depends on need assessment. 
Renata thinks that, at first they make a thorough analysis to the entire organization, its operation and manpower resources available in order to find out the trouble spots, where training in needed. 
 Renata limited conduct three types of training, are mentioned below: 
· Organizational Analysis: Renata believes that, employee fails because maybe he did not have enough motivation, maybe he has some family problem, and maybe he is sick and so on. Behind the failure of an employee, many reasons may include. Renata thinks that, not necessarily when employee fail that’s mean he have to take training. Renata believe that, the only training issue involve when the employee have the knowledge, skills and ability problem. 
· Employee Analysis: If an employee not performing well than the employer should find out the reason behind his failure, if the reason of behind the employee’s failure is lack of knowledge then Renata will train them by finding out their problem. 
· Operation Analysis: It focuses on the task or job regardless of the employee doing the job. Here Renata thinks, whatever the task assign to the employee is they have proper knowledge about it. 

[bookmark: _Toc32766268]

[bookmark: _Toc32871316] Training Sources

The Human Resource Department of Renata uses different sources of training are mentioned below: 
· Internal Training: it is a kind of training that is conducted within the organization. The organization uses its own resources and facilities to provide the training. Renata arranges this training [program by in house trainer. Sometime they bring trainer from outside. All the training programs of Renata are arranged by the Human Resource Department or it can be arranged by the individual department also.
· External Sources: It is a kind of training in which employees are sent to various organizations for gather some knowledge. Renata also sent their employees to various institutions. 
[bookmark: _Toc32766269][bookmark: _Toc32871317]Training Process of Renata

To train employees is a recent trend in our country. Renata considers training as a prime concern. Renata arrange various training program for their employee so that the employees can get rid of their lacking’s. The training processes of Renata are mentioned below: 
Phase 1: Pre-Training 
The first phase is pre-training. In this phase include what is the skills employee need, employee’s knowledge and skills are included in this phase. 
Phase 2: Training
It is helps employees to perform their daily works in a better way. It increases the employee’s knowledge, ability and skills through training and it also impact the employee attitude and increase his or her knowledge and skills. 



Phase 3: Post-Training
In this phase, the evaluation and follow up step states where employee’s success or failure are assessed. 
[bookmark: _Toc32766270][bookmark: _Toc32871318]Trainer Selection

Trainer selection is one of the important issues before arranging a training program. In terms of internal training, trainers are selected within the organization. When the organization find a great trainer, that means the training program are become successful. So, trainer plays a vital role of training program. A training program is not successful because of appropriate trainer but also top management support, positive support from peers, manager support when they have the opportunity to use learned capabilities. 
[bookmark: _Toc32766271][bookmark: _Toc32871319]Evaluate Trainees

It is important to evaluate trainees. Renata always evaluate trainees after giving them appropriate training. Because Renata thinks, if they are not evaluate employee’s they cannot know what actually they learn through training. 
Performance Review
By review their performance they evaluate their employees. The supervisors of Renata review the performance of an employee after giving them training.
Questioner 
The supervisor of Renata makes a questioner and assesses the trainees through it. 



[bookmark: _Toc32766272][bookmark: _Toc32871320]                                            Compensation and Benefits

Renata limited is committed to maintaining their salaries and benefits fair to the entire employee’s and competitive in the local market place. Compensation is very important issue for the Renata limited. Renata’s Human Resources department maintain software named “EMPRESS”, here they maintain their compensation portion. Compensation can be commission, salary, incentives, etc. The human resource department of Renata usually monitors this portion, and they always try that employees have to feel attracted to this. Human resource department design compensation portion so nicely so that they can attract the candidate and retain or hire the eligible candidate through this. 
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            Figure: Compensation and Benefits



[bookmark: _Toc32766273][bookmark: _Toc32871321]Principle of salary

The compensation structure is formed so that Renata can attract eligible candidate and hire or retain them in their organization.
The guidelines of principle of salary are mentioned below:
· Employees education, background
· Employees experience
· Employees skills, knowledge
· Competitive pay market level
· Organizations capacity
· Organizations obligation

[bookmark: _Toc32766274][bookmark: _Toc32871322]Components of Salary

Renata’s components of salary are mentioned below:
[bookmark: _Toc32766275][bookmark: _Toc32871323]Office Management

Monthly
· Accommodation allowance
· Basic salary
· Medical allowance
· Transportation allowance
· Health allowance

Yearly
· WPPF
· Festival bonus
· Performance bonus

Long Term
· Gratuity
· Provident fund
· Insurance allowance
· Health allowance
· Medical allowance

[bookmark: _Toc32766276][bookmark: _Toc32871324]Field Force

Monthly
· Work allowance
· Basic salary
· Accommodation allowance
· Health allowance
· Medical allowance
Yearly
· Festival bonus
· Commission
· Performance bonus
Long Term
· Gratuity
· Provident fund
· Insurance allowance
· Health allowance
· Medical allowance
[bookmark: _Toc32766277][bookmark: _Toc32871325]Payment of Salary

1. Mode of payment: the finance department will transfer salaries to the employee’s accounts within 26th of every month. Payments are made only in Bangladeshi taka. Every employee has the account that the company suggested to them.
2. Pro-rata payment:  Salary will be given to an employee joining after the month has starred on the basis of how many days he/she has worked.
3. Advance salary payment: without written approval from the Managing Director of Renata, no advance salary will be given to the employees. 

[bookmark: _Toc32766278][bookmark: _Toc32871326]Loan against Salary

Usually, Renata discourage loan. In some special cases, depends on the employees performance, behavior, company generally gives him the loan but without written approval from the Managing Director of Renata, no such loan are given. 

[bookmark: _Toc32766279][bookmark: _Toc32871327]Salary Enhancement

1. Annual Increment:  On the basis of employee’s performance, annual increment is paid and its paid in three steps are given below: 
· 1 step who are being rated good
· 2 step who are being rated very good
· 3 step who are being rated excellent
2. Interim Increment: if an employee of Renata promoted to a higher position with an increment of salary then Renata will not provide him annual increment. Without the written approval of Managing Director, no increment will be entitled within three months. 
3. Confirmation and Increment:  an employee of Renata must work as a confirmed or permanent employee at least six months in the calendar year. When an employee gets the 

Confirmation for permanent employee then he is eligible to take the increment. Before six months, no such increments are given to the employees.
4. Increment during promotion: If an employee gets promotion, then the company gives him increment on the basis of the company’s regulation.

[bookmark: _Toc32766280][bookmark: _Toc32871328]Medical Facilities

· Renata provide all of their employees to the in house to the field force, provide medical facilities through their medical department
· Renata also provides medical facilities through their medical practitioner to the employee’s family members such as husband, wife and dependent children.
· Depends on the nature of the employees illness, they can be hospitalized but it only can be happen if the company’s practitioner suggest that
· In that case, within seven days, medical bill are given to the Human Resource department
· Renata products are given to the employees when they show their prescription from the medical practitioner to the Human Resource department, if necessary.
Provident Fund

· After 5 years of an employee’s service, the contribution of the employee and the company are going to increase 12% of the salary
· After 3 years of an employee’s service, renata gives him the companys contribution
· Four members from management and three members from the union are the trustee if the provident fund
[bookmark: _Toc32766281][bookmark: _Toc32871329]Gratuity 

· In case of the disability if an employee, Renata pays 5 months’ salary with the gratuity and that are pays to the employee
· In case of the death of an employee, legal nominee person is entitled to collect the gratuity
· In case of the death of an employee, Renata gives 1 month salary to the employees family members
· The following persons are eligible to receive the gratuity
· Terminated Employees
· Retired employees
· Discharged employees
· Who are resign from the service









 


[bookmark: _Toc32766282][bookmark: _Toc32871330]                                                Performance Appraisal

Renata gives performance appraisal once in a year. The employees performances are evaluated by his /her supervisor and it arrange HR dept. The core person of performance appraisal is to evaluate employees based on his/her performance. An employee is evaluated for his performance after one year of his service in the organization. 
· On the basis of an employee’s performance, Renata usually measure his pay structure
· Supervisor find out if an employee’s have any area to improvement by the performance appraisal

[bookmark: _Toc32766283][bookmark: _Toc32871331]Objective of Renata’s performance appraisal

· To compare the difference between current and expected performance of an employee
· So that Renata can find out the lacking’s of an employee through performance appraisal
· So that the supervisor can guide him to improve their performance, if they needed
· So that Renata can give actual feedback to the employees
· So that Renata provide training to his employees if they find any lacking’s

[bookmark: _Toc32766284][bookmark: _Toc32871332]Performance Appraisal Techniques

· Ranking Method
· Management by Objective
· Task Oriented
· Behavior Oriented
· Performance Test
· 360 Degree
· Self-assessment
· Critical Incident
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· Ranking Method: In Renata, they usually rank their employees depends on their performance. It is one of the essential performance appraisal techniques. Here, the employee’s boss simply ranks them by numbers, for determining their overall performance, through the help of this company can know the employees performance of the organization.
· MBO: In Renata, the both sides managers and employees sits together and they are planned together to achieve the specific goal or objective. Through this, they identify the best and worst employees with the help of how they deliver the right way to achieve the goal and how they handle the situation. 
· Task Oriented: Here Renata gives their employees some tasks to perform the reason behind it; they wanted to know or find out how the employees perform the task or handle the task and how to reach this in its goal.  Employees are being judged by their performance.
· Behavior Oriented: Renata evaluates an employee’s performance through his behavior, how an employee handle situation, how they reacts by all of these an employee’s performance are being judged. 
· Performance test: Renata tests an employee’s performance through different ways. Creating a situation towards an employee and how they reacts or handle the situation, through this Renata test their employee’s performance.







Performance Appraisal at Renata
Renata practice performance appraisal of his employees under the supervision of HR Dept. Renata divided its employees by two sections, 
· Management Employees
· Non-Management Employees
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	                                   Figure: Types of employees
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 Renata first plan how many employees they want to recruit, in when time they want to recruit and in which department so for these they have to make a list. All of the HR Planning, handle Renata’s HR department. The concerned department at first makes a list that includes the candidate’s educational requirement, and so on that they are looking to have an employee.
The Human Resource department should hanged one copy to the notice board before any recruitment process. The Human Resource department should place one copy to the notice board so that the employees are informed about the recruitment process and if they have the suitable person they can recommend that. Employee recommendation is another important recruitment process for collecting the suitable employee. If an employee within the organization know someone who are eligible for the selected post, and who are match with the job requirement than the employee can recommend or suggest his/her name for the selective post
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[bookmark: _Toc32766288][bookmark: _Toc32871336]About employee Safety

 HR Department plays an important role to ensure its employee’s safety in the workplace. Renata plays a vital role of this. Their first priority is to ensure employees safety when they worked in their workplace. Renata also fulfills their responsibility towards employee’s safety. 
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Renata follows some precaution of employees safety is mentioned below: 
· Regular Fire Alarm: Renata Adjust fire alarm in every floor so that when fire occurs employees can go to safe side. Regular fire alarm ensures the employees safety. 
· Regular Fire Drill: Renata arrange it thrice in a year, it arrange so that employees know about the emergency procedure. Regular fire drill also ensures employees safety.
· Tea-Room: Renata arranges tea-room facilities to its employees so that employee can take refreshment and gather energy and reduce their work load.
· Sick-Room: If employees feel sick, they can take rest in this room. 
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· Earthquake awareness program: Renata arrange earthquake awareness program twice in a year, so that employee can gather knowledge about what precaution they take in such tuition. 
· Helpline: It’s an 24/7 helpline both in English and Bengali where employee can share anything to this and feel happy if they face any problem, and if they call in helpline, they can get an appropriate solution of it. 
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Some of the HR related work such as leave managing, employee data management, payroll, increment, and other HR related work are done by the Renata’s making software named EMPRESS that makes the work easier and smooth and efficient also.
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	             Figure: Human Resource Information System
 Renata’s HRIS Software is basically known as HRM system for Renata and they name it EMPRESS, which was developed by local vendor. Renata’s regular HR related works are done with the help of EMPRESS. It usually makes the work of Renata so smooth, efficient. With the help of this software EMPRESS they usually manage and restore the work related information which gives the employees of Renata better analyze over workforce staffing, increase productivity, and they usually come up with a better workforce design. This EMPRESS software is the heart of Renata. The reason behind the launching of this software is only of its user friendliness so that employees cope up with this software so that they run their daily routine work easily and effectively. 
HRIS may include several components that are mentioned below: 
· Employee Management: Renata keeps all the information of his employees in HRIS EMPRESS, where actually they record all of the information of employees like, when they start their journey in Renata, how many days they have worked here, Employees attendance, how many days an employee takes leave, their reference and so on. These HRIS software EMPRESS makes their work easier. It’s very sensitive issue so employees are becoming very careful when they entering data on it. For manual backup, they also keeps personal information file. 
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                                             Figure: Employee Management

· Attendance Management: Renata Manage their attendance through biometric process. An attendance card is tagged for each employee ID. With the help of finger key access employee press their attendance when they enter and out from the office. As per Renata’s policy, employee has to enter within 8.30 am and leave office from 5.00 pm. When they enter in office, the employees have to punch the finger print both the time when they enter and leave from the office. 
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                                      Figure: Attendance management

· Leave Management: HR Department manage all the records when employees take leave, in which time and what’s the reason behind his leave all the things managed by the HR department. HR department manage this with the help of software EMPRESS. If an employee needs for leave they have to apply for leave and have to provide information in the leave application section, then user has press submit. In Renata, employee can take various leave like sick leave, privilege leave, maternity leave, casual leave, and so on. After granted an employee’s leave that will automatically cut from the leave balance. 

[image: C:\Users\Ashif\Desktop\hhhhhhhgggggggggggg.JPG]
                                       Figure: Leave management
· Training management: Some of the training Renata provide to their employees like NLP training, MS Excel training, Celebrity meet, ERP, Empress software usage training, THP training, and so on. The entire training program are recorded and prepared by the HR Department.
· Vehicle Management: Renata provides cars all of his employees who are worked in Renata. Renata also provides pool service to its permanent employees to grade officer and up to manager. They also provide personal cars to its permanent employee’s to grade manager 2. Renata also provide vehicle service, van pool with pick and drop, second lift and sixth day pick and drop. 
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Finding is the most important part that I’m going to discuss in this report. I face so many problems that I think they have to Improve these sides. Those are mentioned below:
· In recruitment and selection part, there are some numbers of employees who arrange this and done the whole process alone. This creates huge pressure in them. 
· Usually, there are 2 sources of recruitment but they usually follow external recruitment, they never follow or try to recruit within internal sources.
· They never practice regular fire drill in their company. They tell the employees but they are unable to practice it.
· When Renata wants to know an employee’s performance, they always use ranking method technique, other techniques are not followed by  Renata
· In Renata, some employees are highly dissatisfied with their salary or compensation.
· Renata’s out time is normally 5.00 pm but leave their employees in 7.00 pm
· Renata creates huge workload pressure to their employees, sometimes for these they are highly dissatisfied
· The measure of performance at Renata is able to reflect he differences between high and low performers.










[bookmark: _Toc32766293][bookmark: _Toc32871343]                                                    Recommendation 

· The selection and recruitment process should be easier
· Time is so much important for this world, so less pressure should be impose in selection and recruitment process
· In recruitment and selection process, more employees should be engaged there, so it creates less pressure on them
· Renata has to recruit employees in both sources external and internal sources. They have to recruit employees within internal sources
· Renata have to start to train managers in better way
· HR department should more focus on recruitment and selection and management assessment center
· They have to increase practice regular fire drill in the organization and train their employees
· They should have to leave employees after 5 pm
· HR Department have to minimize paper work
· In Renata, they have to use more techniques while they wants to know an employee’s performance appraisal
· Renata should have to stop create huge workload pressure to his employees
· In order to get competitive advantage and to deliver quality service, top management should try to modify the services


[bookmark: _Toc32766294][bookmark: _Toc32871344]                                               Conclusion 

In Conclusion, Renata limited provides both products and services. Renata Limited (formerly Pfizer Limited) put an effort to be on the top and now they become one of the fastest growing pharmaceutical and animal health product producers in Bangladesh. Human pharmaceuticals and Animal health products are the core business product for Renata ltd.  Renata Limited has become 4th largest pharmaceutical company and in animal health product sector it has become market leader. Renata first plan how many employees they want to recruit, in when time they want to recruit and in which department so for these they have to make a list. All of the HR Planning, handle Renata’s HR department. The concerned department at first makes a list that includes the candidate’s educational requirement, and so on that they are looking to have an employee. HR Department plays an important role to ensure its employee’s safety in the workplace. Renata plays a vital role of this. Their first priority is to ensure employees safety when they worked in their workplace. Renata also fulfills their responsibility towards employee’s safety. Renata’s HRIS Software is basically known as HRM system for Renata and they name it EMPRESS, which was developed by local vendor. Renata’s regular HR related works are done with the help of EMPRESS. It usually makes the work of Renata so smooth, efficient. With the help of this software EMPRESS they usually manage and restore the work related information which gives the employees of Renata better analyze over workforce staffing, increase productivity, and they usually come up with a better workforce design.
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