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Executive Summary 
KITC is a VOP company in Bangladesh though it seems that from its name it is an IT related company. Basically, it does not do any IT related work & it started its journey at 2000 as a small VOP company. Now it has extended a lot by its product and services. At first, they have two service areas and one department, 20 employees. My internship report has completed based on the activities of KITC HR & the Theme is ‘’The Human resource management activities in KITC”.
The key resource department of every organization is Human resources to gain a defensible viable benefit done participants. Every organization has to manage their human resources because they are the asset for the organization. Every organization do numerous practices and those practices are accepted by internationally. By doing this various practice they are able to build proficient employees. HR Practices are a set of values which is used as a possible provider that catch appropriate employees developing freshman, output & trustworthiness on the way to the corporation.
We have read various chapters in our book but practically I have seen that organizations update them according to the situations.
This report i humbly exasperated to endorse wholly the HR activities & practices that was accompanied and monitored by KITC. I treasure the blemishes that help them going back and create certain commendation for their superior condition.
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Chapter: 1
Organization
Introduction
The topic of my report is HRM practices of “KAZI IT CENTER LTD”. I tried to apply my theoretical knowledge of HR and combine it with practical examples as observed during my internship. The main functions of Human Resource Management are employee recruitment, selection criteria, compensation & benefits, training & development. I have utilized both of my theoretical and practical knowledge when I was preparing this report. Altogether I have brought about all the activities of KITC in this report. The extend area of business world is HRM. Once a time business people loathe Human resource management. Nowadays the circumstances have totally been changed commercial people are giving more importance on HRM practice. As organizations all activities are run by human resources for this reason it is essentially significant to maintain them properly for organizations long term success. In this report my core task is to recognize the HRM activities of KITC. It is stated that KITC always give importance to their HRM department because they are the main resource of the organization as well as they monitor and supervise the other departments’ activities.



Origin of the report:
From ancient time to now there are so many changed happened in the industry life. There was no HR department in the company. But now without HR department no one can think a company. It is really incredible. At present the most interesting thing is every company’s main department is the HR department. Diversified workplace tells that people want change. Working environment, culture of the organization has been changed. People prefer to work in a flexible environment. Only HR ensures employee’s security, benefits, rights etc. 
HR recruit employee based on the organizations need. At first, they have to analyze the company needs and want.HR people are called all the corporate meeting of the company. As they need to know the company’s significant thing and strategy.HR is a continuing process, some steps are followed for recruiting any employee. We can’t go second part without doing first part.
 I made this report beneath the direction of Farhana Rashid, Assistant professor of United International University, Dhaka. I wish her a big gratitude for giving me a wonderful topic. 

 Scope of the Report
 I have prepared this report through extensive discussion with company various employees. My friend gave me a Pamphlet by the asset management company that helped me in formulating the report. During the time of making the report I have gained knowledge got the opportunity to apply my knowledge in all the Human resource management task which is practiced by the KAZI IT CENTER LTD.
Objective of the Report
Analyzing the company’s whole HR activities is the prior objectives of this report. How KITC do all their HRM activities for instance different methods of recruitment & selection, employee Training & development process, performance appraisal, various compensation packages of employee and other HR associated actions. Some objects have been set because through this object we can resolute when and how the task we would do. 
Broad Objective:
· Classifying KITC HRM activities
· Widening ability and knowledge which I did at KITC.
Specific objectives 
To familiarize with the KITC, its operation and activities, management style and exertion to realize the gap between the theoretical knowledge with the modern era of corporate sphere. 
· Explore the present performance appraisal layout & compensation benefits
· Ascertaining innate difficulties.
· What type of modifications generally occurs in the rules and regulations of HRM.
· Analyze overall HR activities of KITC
· Know about the internal system, management and the administration of KITC



Sources of information
For smooth and accurate analysis, I have together all the data from both primary and secondary sources which I have combined in the report.

 Primary sources:
Primary sources of information are those that we collect directly from the events, practices, or conditions and these are the first-hand information. All-purpose, documents which were generated by the onlookers when the events are occurred. I have together these data from
· Through the discussion with the officer
· Undeviating interpretations
· Directly observing coworkers’ activities
· Real exertion
· Interview with Head of HR

 Secondary Sources:
When information is collected from third party, any events, documents, files of the organization it is called secondary sources. After created primary sources secondary information are collected. By secondary sources of information, we get some extra information. 
· Internal Files & Folders of KITC
·  Daily diary activities of KITC
· Different publications of companies
·  Website of KITC
· Previous layout design of performance appraisal

Limitations
When I was working for the report I had faced various difficulty that turned into limitations. Those difficulties are given below:
· Bad attitude of managers to junior employee.
· Little HRM rules are followed at KITC in their activities. 
· They don’t disclose any deep information.
· Previous data are not available 
· Limited time hampers the work and to collect data 
· Concealment of data is another limitation of the report work. we could not get enough information because every company has its own secrecy that is not published to others.
·  Insufficient book published on relevant topic is also another main restraint of making report. These constrains compressed the scope to prepare an accurate report.
· Less helpful and co-operative
· Due to the pressure of office work it was impossible to collect data properly
· Strict HR head
· Less flexibility in office work and other activities




Chapter: 2
Organization Profile of Kazi IT center Ltd










Organization Background
It was incorporated on February 07, 2002 as a Private Limited Company. The Company started its commercial production on July 12, 2003 with relatively small size of operation. It subsequently expanded its business capacity on regular basis over the years to meet the increased demand through introducing up-to-date machinery.
Kazi IT Center Limited is a VPO company. It was established by MIKE KAZI, on February, 2002. This company was first established at North America. In the beginning of the journey it had only one branch which is situated at Los Angeles and it is about 67 miles from outer California. The main purpose of this company is making customer life easier by using contemporary equipment. They provide various services to the corporate vendors and firms by completing various task. At present volume of information are accessible, organizations employee doesn’t have the time together those information and other documents. 
It had exposed vivid design and incredible growth as well as unresolved facility by means of advanced philosophies. Through the technology KITC have made the world slighter. They demonstrate the customers that they have minimized the cost drawbacks. If anyone wants to be global they will help you because day by day business channel and systems are changed at an increasing manner through inventing new technology.
The Registered office of the Company is located at Nikunjo-2, Lotus Kamal Tower (In front of), Road no-12, Dhaka – 1000, Bangladesh and they have 2 branches at Bangladesh. In Rajshahi they have one branches and another one is situated at Dhanmondi.

Business Overview 
At present KITC has 786 employees altogether of all branches. Mike kazi had recognized this company as KITC of 2001, predominantly of Bangladesh. The main branch is the Nikunjo branch and it is the head office also. All of the operational activities are operating from this branch. They have another three branch and these are Dhanmondi branch, Chittagong & Rajshahi.  The market capitalization of KITC is Taka 15, 02299 million. 

KEY FACTS ABOUT KAZI IT CENTER LTD
Some important key facts about Kazi IT center Ltd is given below:
	Name of the company
	Kazi IT center Ltd

	Legal form
	BPO company

	Date of commencement
	February 07, 2002

	Registered office
	1/B Nikunjo 2, Khilkhet, Dhaka

	Web page
	Http://www.kitcbd.com/ 

	Managing director
	S.M Abdullah Al Mammon

	Company secretary
	Hassan Ali Imam

	Auditor
	Harun Ur Rashid



2.3 Organization Vision:
The vision statement of Kazi IT center ltd is “Fetching a superior subcontracting firm as long as by giving first-rate facility to customers.’’ Its personalized quality services to the customers with leaning of persistent improvement will be the keystone to achieve operational success.
Organization Mission:
Mission statement of Kazi It center ltd is ‘’ Hiring and training organizations employee with the resolve of building perceptible importance to consumers.’’ 
Corporate Culture
Over the last two decades Corporate Culture has become an important leitmotif in business as an insubstantial perception which clearly plays an evocative role in corporations, affecting employees and organizational operations It is not the only factor of business success or failure, a positive culture can be a significant modest advantage over organizations with which a firm contends .KAZI IT CENTER Limited, as an amenable bank, believes if the employees identify with the culture, the work environment.
Hierarchy Structure of KITC:


Goal of Kazi IT Center Ltd:
The people, products and processes of Kazi IT center are allied to encounter the ultimatum of the inconspicuous customers. Obtaining a dissimilation in the atmosphere is the prior goal of KITC. The prominent Detached is to supply a quality service to the customers which validates the echo.

KITC core values:
1. wow one and all by unresolved amenity
2. Encirclement new and flourish for change
3. Follow Advancement and learning
4. Build a broad-minded team and family spirit
5. hypothesis open and candid relations

Services provided by KITC 
1. Customer service outsourcing:
The KITC BPO Customer Service practice tries to understand the client’s specific potentials and discourses them in a workable and extensive manner.  Their Actual customer service work as a game-changer when it comes to customer withholding. Hence, it is vital to have a vigorous customer support system in place. The KITC BPO Customer Service practice clenches clients across industries and delivers services that are not traditionally offered by other outsourcers. These services are delivered in diverse languages across global delivery locations.
· They inflict business value by providing 
· Training administration
· Quality management
· Labor force management
· Customer service accessing
2. Finance and Accounting
There are three questions arise when we talk about KITC finance and accounting services. These are following
· When worldwide weighbridge encounters territory capability
When horizontal procedure happens cool machinery
Having development metrics encounters commercial importance
They handle all their Finance and Accounting related activities by chartered accounted and finance professionals like CFA, CMA professional. They have more than 90 clients for the delivery of the work in addition they have also a delivery center though the service cost is high but they provide quality service to their clients. Supporting CFOs create balance sheet effectiveness and build tomorrow’s initiative by going yonder operational outcomes. Their obligation is to deliver determinate business values for the Chief Financial Officers (CFO) and supporting this top executive community by:
· Rationalizing costs while undertaking enactment and profitability
· Moderating risk and ensuring supervisory acquiescence
· Appearing best-in-class operations
· Distinguishing investments for future growth

Human resources outsourcing
For delivering transformative solutions KTIC Human Resource Services has been recognized by analysts, clients and industry bodies. They deal cohesive consulting, technology and outsourcing solutions that are flexible and pliable to client business and industry considerations and it is the result of transformation success stories and their ability. Infosys HR services enable HR functions of global clients to achieve cost savings, build efficiencies, scale and ennoble quality of delivery. The HR function has originated beyond being a business enabler. Today, it must deliver value back to the business by:
1. Proficiently addressing the diverse needs of a global workforce
2. completely transforming HR processes
3. Promptly creating operating models that enhance organizational effectiveness, business dexterity, and individual performance
4. Legal process outsourcing
 The slogan of legal process outsourcing is’’ Today’s partner is the next day’s asset’’. KITC always concern about their client’s service. They do their best for their customers and all works are done by legally. On the other hand, it has also some own rules and procedure.
· It supports commandment firm to develop procedures for producing additional value.
· By doing day to day work properly they try to get more strategic value in their work and LPO aids them to do that types of work competently.
· It has the accessing aptitude for isolating and it can rise devoid of yielding of the excellence of work. 
Last three years it has extended promptly because of their miscellaneous assets. As a client you can see that by addressing above things properly. Services are outsourced because of the quality work and they remain the standards as it is, their strategic design are broadened and it was created by the international professional. There are some reasons behind why KITC LPO will be needed. The reasons are given below
- Different Equipment 
- Alliances
- Standard executive performs
- Dominion proficiency
- Consumer gratification
- They have own Legal process outsourcing Conservatory
- Owner specialist
- Arrangement
- Commercial permanence
5. Sales and fulfillment
KITC BPO sales and fulfillment offerings Offers a range of solutions and services that influence their top line through sales support processes. It amasses   revenue enhancement and cost containment by controlling cost of goods sold (COGS) in the fulfillment and supply chain side of business.  It allows them to pull outsourcing to impact key revenue metrics such as revenue enhancement, revenue assurance, and revenue recognition.
6. Tracking & attaining outsourcing
By a particular chant their outsourcing work are guided so that clients get proper service from them. They always try to do more work for clients so that clients will get best service of operations from them as it is an augment gaining processes. At first it targets either small quantity of amount or enormous amount. As a result, they name their outsourcing KITC tracking and attaining outsourcing it gives them immense value.
After working years and years they have achieved a global recognition in the world market for their supply products & as a big supplier entire the world as well as they have accumulated a prosperity and made a resilient group. It drives procurement initiative.

7. Digital business services
KITC always provide digital business service because it is a technology based company .By using latest technology they serve their clients. They talk different publishers and agency for better information and try to keep them good relations with them. They maintain a value chain from supplier to consumers in their work along with a framework of value chain.
Enhancing gratified & strategy formation: There is a Centralized team which is frequently occupy unnecessary interval and possessions on content conception for campaigning and new product launching. Moreover, it has the capability for functioning its improper systems and justify   whether the asset is properly used or not if it is 25% then ok if it is not less than 30% they will check based on the current market situations.
Certifying undeviating consumer knowledge: KITC endorse the customer knowledge through absolute process as well as it has particular province proficiency. They verify all their customer work from different websites and give solutions according to the client’s instructions. Because it is their duty to serve them properly with quality service of the whole world. Geographically they deliver different service to their customers. Still they keep their record in the world market by delivering custom made service and personnel-based service for different geographies and customers. Through digital technology they inform customer about the new product and reasonable product.
Giving accessible and elastic worldwide delivery: They deliver their product region base, country base, city base as they have own delivery center and an institution .Moreover they have flexibility in their delivery system and maintain time because time factor is more important for them than anything else. Consumer gets their products timely but the cost is so high. Over the year they have able to build a global connection among various city and regions.   
8. Business transformation services
The prime purpose of this service is transforming the process and transform the industry. By the transformation service it is justified that whether it will attain its aim or not. In contrast they can cross the limit or stay the boundary of the limit. Consumer can say it is the strategic way and technique of their service because they ensure superior service for their customer. Current picture of the world says that there are various functions countryside of geographical area. In this way they have achieved competitive superiority. A partner always tries to understand the business process of present market and take decisions based on that situation. As a result, they expect a good and effective result. A broaden picture was seen by them.
 2.8 Strategic objectives of Kazi IT center Ltd
 Based on market mechanism within the legal and social framework Kazi IT center Ltd.’s objectives carry apparent and high-quality business operation.
 They have the ability to maintain a sustainable growing organization with qualitative business and enhance fair returns to their customer.
   As a corporate citizen they are committed to their community & subsidizing the country’s development along with many social activities 
 The employee of KAZI IT CENTER LTD ensures employees wellbeing   through attractive compensation package, promoting staff morale through training, development and career planning.
  KAZI IT CENTER LTD combat for fulfillment of their responsibility to the government through paying entire range of taxes and duties and keeping on the other rules.

Customer Charter 
KAZI IT CENTER LTD craves to construct long lasting, viable advantageous affiliation for every customer to keep their commitment. Building a mutual understanding among the clients is the prior goal of KITC.Consumers is the resource for them.
 Recognizing & mollifying punter’s essentials and potentials. They do survey to know the customer’s necessity what they want which thing they need for their daily activities and make their life more easier.
 With all correspondence they Promise to deal quickly, politely and accurately. 
  If there is any misunderstanding occur between the consumer and firm they take an immediate action to solve the problem in addition with they look for easy way to find solution. Constructing an everlasting relationship helps them to go further improvement of the service.
  They deliver from top to bottom a typical service to the esteemed consumers through believe in openness, integrity, transparency and accountability.






ORGANOGRAM OF KAZI IT CENTER LTD
The Managing director heads the management team of KAZI IT CENTER LTD.  An efficient management committee has been made to handle and manage the procedure.
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2.11 ORGANIZATIONAL STRUCTURE OF KAZI IT CENTER LTD
Managerial order & Descriptions are given below. From top management to bottom level management an order has been maintained:
	Top Management
	Chief executive officer
Administrators
Operation leader 

	Executive level Management 
	Manager 
Marketing manager 
Accounting manager
     Operation manager 
Associate officer

	Mid-level Management
	 Director
 BDM 
 ODM

	Junior level Management
	 GM 
 HR trainee officer 
 Exploratory 


Literature Review on HRM
HR Functions:
HR functions are significant within the value chain of an organization. Some researchers have been alleged about the HRM role inside the association which is crucial for the organization’s facility, attaining the main objectives of the firms. HRM activities vary organization to organization as a result it creates an invulnerable modest benefit in the market place from where it operates its work. When a firm has been constructed it tries to accomplish its objectives. Which way it follows it fascinate the customers and help the organization to hold the right consumer. Though there are six menus of HR it was thought by the HR specialist. Every menu has its own characteristics and certain functional area. Each company has to follow HR rules and maintain it properly and some area of HRM are: Employment exploration, plan, enrollment, Assortment, enactment supervision, reimbursement edifice, incentive, benefits, and industry affairs.
Job analysis and design:
Job analysis means to know about the job wholly like what types of work has to do how many tasks has to do all the information are referred at job analysis. Basically, it analyzes the whole job and its criteria.by analyzing job organization want to identify their desired candidates so that they can meet the requirements. Most of the time firm’s HR head design the job responsibility and he tries to bring new things and by added his new things job design are modified. Through job analysis job related detailed information are delivered and for various purposes company offer jobs. There are some purposes for which organizations do job analysis like for defining essential training, improvement measures, & correct salary along with knowing output levels. By job design we understand that specific task for doing the job. Three things are considered when job design are made for example
· efficiency,
· accomplishment 
· And superiority. 
Combining these three things organizations find appropriate employee and gain competitive advantage. A proper job design can make a company superior and different.
Employee recruitment & selection:
 Recruitment refers to a process for which an organization look up an applicant’s and enthrall potential employees on the other hand selection refers to the process by which an organization identifies those applicants based on the knowledge, skills, abilities, and other characteristics that will help an organization to achieve its goals. The significant aspect of the recruitment and the selection process is to get an employee at the minimum cost that will meet the organizations needs besides the human resource needs as well. Employers always picked up the proper candidates. The candidates who look up the jobs collect information about different organizations because he/she is not eligible for all the jobs and at a time they are unable to gain complete knowledge of alternatives. When organization fill their vacancy in a very short time or who want their recruitment process.  Now it has become fewer discriminated to its characteristics.


Employee Training and Development:
In reality organization train up employee because it is a learning process and skill development process. In view of meeting present need of the company and when unavoidable changes are happen then training are allowed. Moreover, skill development is not only the main purpose of the training but also gaining competitive advantage. Sometimes it works in the demonstrative way and thought employee’s obligation. Renowned organizations spend large amount of money for employee training. In training session performance are measured against standards whether any change has been occurred or not after giving training and it is also a learning opportunity for employee even motivation tool also. On behalf of doing training an employee can help an organization to meet its objectives with benchmarks. How many things an employee will learn it depends on several factors through training. Different ways are followed for giving training like Open system training and close system training although training is also an open system.
Enactment administration: 
 On business employees Performance are evaluated based on their individual work. As a result, company can know that whose employee is more efficient and who are less efficient. There are some criteria by which employer see employee’s performance and measure it falling in procedure. When organization observes employee’s performance it creates a competition among the employees as a result they always try to do their best. According to the performance company gives them benefits, bonus and other facilities. In this way bad employee get less benefit and salary and efficient employee get more salary.

Pay structure, Incentives and Benefits
Basically, pay varies person to person and every organization has a unique pay system that follows the firm to pay their employee. There are various methods are used for paying employee. Top management to bottom level management employee’s designation tells how many salary and incentives they get it is an essential piece also. A strategy has been followed for pay and incentives. Classification of works are considered when employer give salary to their employee Because it distresses the eminence of work. If a company want high quality employee they have to pay high salary .Attractive salary are offered of the high quality employee and it creates a competition between the competitors .Not only salary willingness,  flexibility & incentives are also considered. Pay basically depend how many time and effort a employee give to their work When company give proper salary to their employee they feel satisfied, it is really a vital object of HRM. There will be no disappointment if industry gives appropriate salary.
Labor/employee relations:
For ensuring employees proper right labour laws are followed. Some organization strictly follows the labour law and some are totally ignoring the law. Hence, we can say it varies from organization to organization. Basically, labour law creates a good relationship between the company, employee and employer. When employee employer relations are good both feel comfortable to do their work in addition employer treat employee fairly not fearly. A committed, loyal employee always does best work for the company. Only fair labour law can do this type of work. If any problem arise in the organization employee can complain and take immediate action about that.





Chapter: 3 
Overview of HR Division










Human Resources Management
When organization hire right people at the right time for the right position it is called   Human resource management. Furthermore we can say  that hiring the right people placing them in the right position  assess the performance ,providing clear and coherent compensation package is the major function of HR .without these element we can’t imagine the HR. These element directly impact the HR activities.HR department is the core department of all organizations. Lastly every organization should maintain a good relation with the employees and their clients.
Functions of HR
The 4 main tasks of human resource management are:
· Staffing
· Training and Development
· Motivation
· Maintenance
When all tasks are properly done by HR department then we can say that the job has been completed.
Staffing in HRM 
Pursuing, Attracting, selecting, hiring qualified employees is known as Staffing.  Staffing is related some of these activities and for those activities HRM is apprehensive. For innumerable reason company hire entities for certain position those people have expertise, knowledge and capabilities. Occasionally company find some best applicants from their employee reference who work in the company. Two main reason are behind this why candidates are taken from reference.  Firstly, existing workers already know them when they refer for the specific position. Secondly, existing workers consider themselves as a good employee and experience. For this reason, they indorse new employee who they know well.
The managers of human resources are always concern about the market condition and they look for latest information like any new technology are being used or not, try to know competitor’s strategy and most popular labor laws that use different company. Employing means identify the skilled, talented and experienced Employee who have the capability taking any new challenge. Sometimes company’s when they need any new employee they search different websites because these types of websites directly affect the labor market. Scope are considered when they search right employee for the right position.
External environment element and internal environment element both of them have a great impact on Strategic HR planning even though without considering those elements a company can’t take any decision and any planning. 
Selection process starts from taking qualified employee and leaving dis qualified employee. In this way company get rid of many candidates and find their desired candidates according to their requirement. Selection process is a long-term process, there are so many steps of selection process. Some company’s selection process is lengthy too like public limited companies as a result candidate are worry about that most of the time. Large number of candidates apply for a post so definitely it will take time. Some steps are followed in this case:
· Initial screening
· Application form
· Employee Test
· inclusive test
· Background Test
· Medical Test
· long-lasting job offers
Training and Development:
A significant part of HR function is training and development. For getting a better output company gives employee training, some company sent employee abroad for training. Giving training to the employee is one kind of good will too for an organization. Employee mainly develops their skill through training session and you can say it’s a motivation session also because employees are motivated. Few steps are followed when training session are organized. These steps are 
Employee Orientation:
A newly recruited employee has to go through an orientation program. These programs arrange the company to welcome new employee as well as an employee become familiar with the company’s norms and culture. Details information is providing about the company in these programs. When employee knows the details along with pros and cons they feel satisfied. An employee needs to know the mission, vision, resources, policies and strategy of the organization because it helps them work proficiently. Objects that include in the orientation programme are 
· Giving a welcoming statement 
· Which type of attitude and behavior employee expect
· Be socialize
· Becoming familiar with the existing employee
· Knowing the machinery and equipment properly
Employee Training:
Company’s training depends on company’s planning, budget and purpose. Training always be written not oral. Sufficient resource helps company to provide training properly. Who will take the responsibility of leading the training session it will decide manager of HR. 
Career Development: 
The career growth stage is given below
· Evolution: In this stage candidates take preparation for their career which job they will do. They upload their cv to various popular websites.
· Conversion: The second phase is one has already doing jobs and looking for better option as well as improve themselves learning different skill developing things. Afterwards when they get better job they move on.
· Favorite zone:  It refers, choosing an exact area. Each person has a favorite zone and he/she choose that sector for leading a better life
· Initial phase: In the beginning of the career like first 5 years of job life are called initial phase. 
· Middle of the job: It is stated that after twenty years of doing a job middle of the career begin and people enjoy it so much as they are in a good position. 
· Ending phase: It begins when people complete the job more than twenty years and very soon they will retire.
· Superannuation: It is the time for retirement and employee retired with a huge amount of money. Company gives that amount to the employee because employee has worked a long time in the company. 

Enthusiasm in HRM:
Stimulating employee by giving several benefits like transport facilities, house loan, car loan, health insurance, high salary etc. are motivated. These things are works as a motivation tool. Every organization provide some specific facilities for the employee as a result they give their effort towards the company for better output. The workplace has to be clean one has to remove the dirt from the organization. Every room of the office should   be washed at least once a week. There are some manufacturing companies where the floors are getting wet. Motivate workers don’t miss any office day so we can say motivation diminish the number of absenteeism. All inside walls, portions, ceilings passages are need to be washed regular basis. An organization culture also influences employee. If the organization have smooth surfaces there is no need to give another color because they are already white washed. When management committee take opinion of the employee it motivates them. Doing any strategic plan organization should take employees opinion because they are the part of the company. Then they will feel they are the asset of the company. Bringing continuous change in the organization also motivate employee along with company policy. Leading company like coca cola, Pepsi, give employee so many benefits. More benefits you will give your employee more they will work for your organization. In the end above discussion says that motivation tools are truly important for any organization because it will bring more profit for the company. Company’s prior goal is to gain competitive advantage and profit. 
Conservation of staffs
Every company should maintain their employee properly because employees are the main human resources of the organization. Only proper care can retain the employee for a long-term basis.
Health and Safety: 
According to the labor law employee can demand if any disablement occur. Labor law rules ensures workers health and safety. For example, if any employee gets heart attack or any employee finger injury. All Employee have a common goal if they stop work for any sort of conflict company will suffer a lot.
Keep Communication:
After implementing strategy when company will earn economic profit then you can say appropriate communication has been occurred between employer and employee. There will be no hole from upper level to lower level.
Operative’s relation:
We can offer bonus share as motivation tool. The people of the organization who will be able to implement the strategy company should reward them. There should be some policy inside the organization otherwise it is impossible to implement. Policy will tell you how you will go further. Stake holders are the main asset of the company. 




Chapter-4
HR ACTIVITIES OF KAZI IT CENTER LTD
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When I started my internship, I worked at the HR department of KITC though I had to work another department as well. It was really a good opportunity for me because they taught me lot of things that I didn’t know before. They have informative work system. Continuously time to time the new challenge was come for me. Supportive corporate culture helps employee to give better output but they were not supportive enough. Few workers are fully qualified most of the workers I think don’t know the manner how to behave an employee. We believe that employee relation is all about communication but they don’t do these types of activities. They use so many technologies for their working purpose because technology increases the performance. They don’t do any social activities.
ASSET OF KITC HR
Human capital
Altogether employees who work for the organization are called human capital. It is the critical component in the success of a business. KITC mainly focus on technology because time to time they update their technology. KITC management policies and practices aim at growing and developing employees to ensure their active contribution towards the achievement of corporate goal. KITC believes that the main thing of a company is its Human resources it is not only main thing it is also a critical thing of a running a company.


Team HR organogram of Kazi It center Ltd:



RANK STRUCTURE OF KITC:


Major HR Functions:
 Some specific functions are followed of KAZI IT CENTER LTD. These are 
1. HR Staffing 
2. HR Operation 
3. Training & Development
HR Staffing:
Sometimes organizations face difficult to find out the qualified candidates for the proper position. Many steps are followed in HR staffing. Each organization has different process of HR staffing. We should check that test ones in every twelve months. Specialize person should check that thing. Clearly marked how many applicants are applied for the certain position.
i. Employment
ii.  Assortment
iii.   Consent Managing
iv.   Special personnel Management

· Recruitment: Recruitment is the procedure by which a firm finds its employees, are perhaps the most critical tasks any organization faces. Without the right people, no firm can function effectively. For a recruitment program to be successful, managers should cooperate with the human resources staff to define needs and predict vacancies. 
· This recruiting may be done by internal or external. Types of Recruitment: There are two types of recruitment in this organization. They are:
 1. Inner Enrollment
 2. Exterior Enrollment.
  Inner Enrollment: The principal methods are- 
· Employment placement
· Usage various upgrade technology 
· Employee of other departments refer their familiar candidates 
Outer Enrollment: Establishments always trust  
· Commercials
· Different popular agency 
· Ground enrolling
 Including campus recruiting Point of Recruitment: There are two level of recruitment.
· Entrance stage 
· Crosswise entrance (Enlistment skilled individual)
Entrance stage: Students who have completed undergraduate and master’s degree they start their career by these two designations
 1. Experimental colonel 
2. Apprentice Subordinate 
· Exploratory Colonel: Employee who join the company they have to pass at least six-month Probation period because it’s the company policy. Smaller organization or large organization all have their own policy, rules and norms. Company might check in these periods whether the candidates are doing excellent performance or not. After completing six months to 1-year in the company, it takes decision the job would confirm or not. An employee will be placed when they are fully ready. Giving competitive exam are also a part of the selecting procedure. Managerial level and Top level both do discuss they will keep that employee or not. Through many local and international websites, they apply for the job. At first company see  the cv with cover letter it will take 1 to 2 minute to see this. If they feel good to see this then they short list the cv. After shortlisting candidates are called for some giving complex test and presentation based on an audio. Audio book are given before the presentation day. If the candidates do well in the audio book exam they will get a email for another test exam. Based on the requirement company expect that degree on that position. Students study on different subjects and take degree from various types of university for instance some students earn beholder degree some earn master’s degree and PHD. There are so many departments in university like
1. Sector of BBA
2. Computer science Engineering
3. Arts degree
4. Environmental science degree
5. Agricultural related education
· Enlargement educations  {T. O} means trainee Officer night shift & day shift: The people who apply for the T. O are senier level manager. Their Recruitment process is different from another. Firstly, company see their working experience that means how many years they worked and which type of company they have worked. They are called for a direct conversation with HR head of the organization.
·  Crosswise (conscription) 
In this step experienced candidates are taken for the organization. Adequate experienced year and fluency of English are justified. Written test are also taken but the test in most of the case are difficult as they are senior so the test become difficult. Some vital things are considered
· number of servicing year
· accountabilities,
· radical contextual,
Selection: 
In selection step shortlisted CV abandoned and successful applicants are being called one by one. Precarious things like criteria affiliation, consistency, and feasibility are seen. Providing sufficient space and recommend some things 
· Appearance
· Attitudes
· Knowledge
· Personal ability & mental ability
· Physical ability
· Qualification
· Communication skill
· Job knowledge (for lateral entry)

· Leave management:
Employee earns leave when they work except weekend day. Leave policy vary organization to organization. Certain companies give few days leave according to the company service policy. There is no way to give another day leave. In case of abroad company, the number of leave are very few because they follow that country’s leave policy. Leave is earned by duty. Leave cannot be claimed as a matter of right, and leave allowable under the service rule of Kazi IT center Ltd. maybe granted by the Managing Director or his authorized person, who may refuse leave, grant leave for a shorter period than applied for, revoke leave of any.
	Netted consent
	KITC provision law: 15 days 

	Unplanned 
	12 times in a year

	Revolting 
	17 

	Motherhood 
	24 weeks for each issue up to two children

	Reimbursement	
	16 

	Fatherhood 
	7

	Mourning 
	5 times a year

	Education 

	KITC law


Individual Outline:
Organization always checks out individuals contour because it shows his/her identity. Other essential pamphlets squared.

Procedures:
HR operations unit mainly work in the area of short term and long-term benefits of the employees of Kazi IT Center LTD, like salary, bonus, provident fund, gratuity, super annulations fund, etc.
  Once-a-month Remuneration Payment 
 Planning & distribution 
  Personnel Ending Defrayal.
  Conserve cooperation
.  Compliance different salary sheet and other files 
 Work as System Admin in HR department
  Support evaluation Managing 
 Speculation with provident fund of the company 
  Dispensation of company tax.
Developing people through training:
Organization’s people are developed by giving training opportunity. Training has been started at 6th century history says. Group based training are more effective because it can reproduce. Variables controlled in case study method since it experimental learning. Indeed Socrates is the main inventor of the training. The fact is in training session instruction are given by the learner who learned before. Each person does work like a portion or percentage 25% or 50%. Following right training process company can earn more profit. In 1900 epoch German invented gaming training basically these types of training are giving to the ARMY. 
Among various types of training classroom training is more effective. In 1876 officially starts classroom training. Content and context both objects become developed practically by this training. Trainer has to follow training steps. Company design training based on individual difference, they also design the reward system.


Using various equipment for Improvement
 • Robotic Software
 • U- ERA & active FRA 
 • Reward system 
 • Modified 
 • Obligatory 
Miscellaneous institutions of training
After giving training employee perform their work in a more productive way. Company should concern about the appropriate allocation of resources. Competent employee when do work they reduce the cost of the company on the other hand less productive employee increase the cost. The performance of the company depends on the resource availability. This moment the world most efficient company is the Hall mark its capacity rate is 9.0. Core competency is a significant factor for any organization because each has a core competency. KITC give importance on core competency. Internal analysis helps to make strategy. They can absorb any kind of loss because they have the capability. In KITC employee take their own responsibility for their development. Whatever they like they do because of their solvency. Because of resource solvency KITC bring new technology one by one. In future they have the opportunity becoming a market leader of IT company and VPO industry. Sometimes KITC follow surviving strategy as it’s a VPO company so any cost they have to stay in the market.
KITC clearly assign the job duty to the employee. After final interview with Head of HR they sent the candidates for training. 
 How one job depends on other job. Company should give the autonomy of the worker. The worker of KITC are enough efficient for becoming a good company. 
  All of the organization requires 5 to 10 years experience. Are they fool sitting over here? no. when organization hire expert people cost become decrease. Behind the every single employee the training cost will 250000.It is a huge amount for a company. Show the one single company which does not want expert people. Why most of the faculty go for phd?. Experience helps employee to grab better position.
Overseas Training
KITC organizes various types of training for the senior level employee such as who work at managerial level. KITC continuously try to improve the employees performance through training.  Before training and after training performance are evaluated and measures the standard. Nowadays professional training is also providing. KITC spend a large amount of money for abroad training.
Modified Training
KITC always focus modified training. Expounds training for skill developing. Efficient management team decide how many employees they will give training. They consider their budget also. Internal factor, external factor also influences the training. When all employees need to know and learning new thing or technology this type of training are arranged.
In House Program
When KITC organize training inside the office it is called interior training. It helps employee more because of placement. At a time, employee do two work with training. An outside trainer hired for giving training. One can make one’s business more successfully by providing more training. It is less costly than any other training since there is no transport cost and food cost.
Community Sequencer
 It describes as the programs which are arranged by different local various training institutions organize this type of program. A company’s background information would be need. Organization can’t copy another company’s strategy, plan and other objects. Employee who have soft skill organization need them. Company’s employee should be creative and innovative. Political approach sometimes influences public program though government take decisions.

KITC Training treated as Investment not expense in KITCSL
	Year

	Number of programs
	Number of participants
	cost

	2014
	14
	155
	244265

	2015
	10
	123
	144765

	2016
	18
	115
	50089

	2017
	18
	126
	677457



Training and Evaluation Form and Feedback 
A training form has to fill up every employee since it belongs all the details information about the employee. Trainer tell some comments about individuals’ performance. Statement are given by the trainer about the overall training. 
	Candidates name
Name of the Section:
Common Evidence
Date (Training Period)

	Date (Training Period)
	

	Contestant (voluntary)
	

	Title
	

	Designation
	

	classification
	· Indigenous
· Extraneous
· Adapted



Would the training purposes have encountered after the training session? 
	Absolutely
	Occasionally
	certainly



Either employee will be able to learn something or not.
	Positively
	indeed



Substantial of training was being enclosed by: 
	Veracious
	abundant
	miniature



Ladders of employee training program 
Conventional stage of training is given below 
· Necessity Exploration
· Tutoring Plan 
· Ratification 
· Accomplishment
· Valuation & Continuation
Necessity Exploration: 
· Categorize particular knowledge and skill that would necessary for developing enactment yield. 
· Exploring the certain talents that is necessary for the job
· Training program must be matched with the definite altitudes 
· Improving daily activities by using diary 
Technique to identify Training Needs:
They use some techniques to recognize training needs.


The number of activities that are analyzed in training session: 
In KITC before giving training company identify why they will  give the training to the employee and know about the details .In a week how many days they have to perform it is a main factor for the company because they have to work their daily activities besides training. Though employer most often give training to the newly employee at the same time they are aware about their learning capability.
 Activities are set for training
 The number of attending days 
  Amount, Superiority Values 
 Observe whether they are learning or not 
  Expertise Compulsory
  Which institution candidates more prefer.

Performance Analysis: 
The knowledge gap is recognized before training and after training. If they find any gap they act against it and transfer some employee of another organization who are weak. Arranging retraining is one kind of advantage for employee. 
Instructional Design: 
Whether trainer instruction is being understandable or not it will be justified by senior employee. Large organization bring expert trainer for their entry level employee. Trainer try to taught them step by step as if they clearly catch the object. Any necessary thing that have to bring for training are told before. Some trainer gives guarantee for learning things.
Endorsement:
Company’s senior manager checks the validation and become familiar of the training. 
Execution: 
In execution stage mainly, trainer focus on employee’s presentation skills as well as subject matter.
Assessment & Complement: 
KITC has number of team leader. Basically, these team leaders evaluate the employee’s performance.
 Opinion: A opinion are revealed based on team leader decision. Instant responses are expected from the employee.
Culture: Organization culture is a important matter .so it has to learn properly. For giving training feedback is used technology. 
Presentation: What he/she has learned from the training session is told to give presentation in front of all the employee and trainer. 
Significances: There is a chart to measure the level proficiency. 
Setting training objective
Before training some objectives are set. What kind of task are taught to the employee. How trainer express or share their knowledge.

Techniques of training program: 
From the ancient time two types of training got more popularity.
1. One on one training 
2. Competency based training 

· On the job training: 
A Chinese philosopher said that if someone tell something he/she will that thing listen if someone show something they will see that then they will achieve experience. Only one person needs for giving this training. Due to reducing cost most of the organization give this training to their employee. From the ancient time it is a most popular training. Like another organization KITC also prefers this training. It might be started from England. In this training one person know everything and he shows that thing. From the earlier time to now still it is getting its acceptance.
· Doing Plan for learning
· Demonstration procedure 
· Show up 
· Development




Recompenses of on the job training
· Reasonable 
· Equipment is not necessary 
· Essentially what kind of work are done in the job that things taught by trainer 
· Trainee gets speedy feedback from this training.

 Techniques of Training:
It is a generalized learning technique. The elements of environment and fair labor act are taught in this training.
· Ensure a safe workplace 
· No discrimination allowed 
· replacement
· Schooling
· Exploitation
Performance Appraisal of KITC
Ina organization there are several types of employee works. All employees are not equally wok. They have the Performance difference, skill difference, level difference, salary difference. Various kind of difference occur among them. Organization treat employee based on their level. Employee always expects a positive feedback from management. All organization have a management committee. There is a positive sign why company treat employee different way because one employee will work more better way than another employee. It is the competitive nature of the employee. There are several methods for measuring performance. Sometimes company gives 360-degree feedback of their work. Once upon a there was no HR department of Kazi IT center limited, as a result management always busy on their issue they didn’t have the time to think the employee betterment. They think only themselves. It falls a bad impact on their organization. After realizing this thing, they feel that a HR department is need for their organization. Though the employee of KITC give more effort and do hard work but they get less benefit from them. They give their employee salary based on seniority base not merit base. Talented employee doesn’t stay long time in their company though they give high salary and other facilities. Seniority base administer is more easier than talent base because it requires huge formulation. Because of some advantage most of the organization prefer seniority base pay system. There is no favoritism and no opportunity in seniority base because the amount of salary is fixed.
Performance Management of KITC
KITC HR culture is very weak being an MNC. They have no efficient HR team. There are six members only in their HR team. More competition is seen in merit basis. Employee quality and quantity of work are count in merit basis. From my view of point I will say in merit basis outside counseling and communication skill are more than anything else. Some important things are measure in merit basis like how much depend a worker on another worker or their colleague. Whether they ,are being cooperative, any leadership experience, decision making capability are being judged. These things are called trait approach. 


Performance Appraisal Form
Job objective based Performance Appraisal 
Appellation
job Title
Starting date of Job:
 Service year of KITC: 
Former Operational Involvement: 
Schooling/Certified Grade: 
Enactment Equal: 
Exceptional 
 Very Good
 Decent 
Judicious
 Disappointing 
 Benchmarks:
 Feedback 
 Ability of work
Individual Criterion
 Comportment Consent 
Honesty 
Exactitude work 
Comprehensive Understanding

Promotion:
KITC promote their employee based on the result of their Performance. When organization set a high standard and employee cross that standard he/she will be promoted.


Employees are considered for promotion based on the following criteria:
· Number of Year service length & ability of handling difficulty
· Proper utilization of resource 
· Previous recital 
· Management eminence
· Assertiveness & manners
· Elasticity
· Out-of-date

 Recompenses turn into inspiration:
When employee gets high salary than their own expectation and other benefits definitely they will be highly motivated. Once a year or twice a year KITC gives promotion to their employee, it is the company policy. For getting promotion employee go through a test. These tests ensure their promotion. When employee listens about their dedication of work from the management committee they feel good and try to do more better work.
Compensation & Benefits policy of KITC
HR and Compensation Committee
When an employee receives monetary and non-monetary rewards like different type of insurance benefit, housing benefit, enrichment it is called his/her compensation. Most probably HR department set this compensation package. Employee yearly and monthly salary is the main compensation. Since there is no compensation committee in KITC, HR Head along with CEO set the compensation package.
· Appropriate enrollment
· Reimbursement benefits 
· Sufficient training and development amenities
· Giving promotion and rewards based individual competency.
 The fact is attractive compensation package influence the employee as various kinds of employee works in a organization. It is related with turnover rate .KITC did a survey for making compensation package last year.

Dispensation Rights:
 • Yearly Vacation: Over the year 15 days’ vacation 
• Obligatory Sabbatical: They don’t allow leave more than 30 days. 
 • Unintended Dispensation: 4 times a week.
• Protracted Vile Sabbatical: when any employee crosses their vacation days they will not pay for that. It’s their policy.
• Motherhood Consent: They don’t give any motherhood consent. 


Gratuity:

	Completed years of service as confirmed employee
	Payment of gratuity for each completed year of service

	5 years & above, up to 10 years
	1 (one) month basic

	10 years & above, up to 15 years
	1.5 times of basic

	15 years & above
	2 times of basic















Chapter 5
Internship Experience
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Internship Procedure:
The prerequisite of Bachelor of Business Administration (BBA) program, every student has to complete this part, that’s why I finished my internship course through gaining knowledge of a company which name is KITC. Luckily, I have got the opportunity to join at Kazi IT Limited as an intern, in the Human Resource Management department. I smeared here through internet and confronted several stages to be a final internship member of KZIT center. At the beginning, I had to create a new student profile which is called registration form through Student Services Department. Then, I submitted all the necessary papers along with the recommendation letters of my faculties. The selection process took more than two weeks and I had been selected for the internship program. As this internship program was the paid one, I needed to be determined from the very first day. Whenever, I entered to the organization they welcomed me and I felt the real taste of workplace what a business graduate always dreamt.
Internship Experience: 
When I joined the company, it was the first day of my corporate life the HR head of KITC the presented me a brief introduction about the organization and told us what should do and not to do along with company’s rules and regulation. There I found the five main units of HR department-
· Endowment Acquirement, 
· Aptitude Improvement,
· Femininity & Variety, 
· Aptitude Remuneration & Appreciation and
· Global Operate Administration.
In the beginning I worked one week only HR department then day by day Jahangir sir familiar me with another department. I took probably more than 600 candidates’ oral interview within 2 weeks because they need urgent employee. They had so many vacancies specifically if I say their operation department need 300 employees. It’s a really a huge vacancy. I also took direct interview of senior employee who have applied for the TO position and team lead position. They have several departments. One department work is different from another department. I was very weak in excel as a result I had to face so many difficulties. But I had a partner who helped me a lot. I always forgot when I did any work I didn’t save that but my co-worker helps me to find that files.
At the end of the day all employee including me have to submit a daily work report to the CEO through Email. He checked the mail daily and gave feedback.
Specific Responsibilities of the Job:
The job always requires an individual who is a quick learner and able to do multitask and has excellent Microsoft excel skills and computer knowledge along with a set of English language fluency both in written and oral. The individual also needs to be proactive and have sound communication skills. 
There are several responsibilities are given below that I needed to undertake while working as an Intern: 
· preparing the employee files
· communicating with the candidates
· conducting the preliminary exam 
· answer script coding and decoding 
· preparing the vacancy advertisement
· evaluating the resumes
· short listing the resumes
· preparing the notice interview
· conducting over phone interview
· printing necessary documents
Indexing the employee files:
There were three kinds of file recording I had learnt and done in the organization; 
1. A file is usually created for all selected 
1. A file where all pending candidates resumes are kept.
A file where all the documents of talent acquisition process are being kept
These files usually contain several documents and few of them are given below:
· Vacancy advertising
· Candidates unevaluated resumes 
· Candidates evaluated resumes 
· Selection tests notice 
· Examination question papers
· Written test scripts
· Memorandum for answer scripts
· Interview question papers 
· Interview Point sheet
· Offer letters 
· Financial, Nominee, Medical and other reports
· Joining letters
Communicating with the candidates:
Communication is one of the responsibilities of me. I always needed to contact with the candidates from the very first day of CV dropping to final selection. At first, we used to evaluate candidates resume and create a short list of them. Then, I used to inform selected candidates for the written test through phone and email. It used to take around one week to publish the written test’s result. After that, I wonted to make call to candidates about their interview schedule through email. Finally, I had to call the people who are finally selected and send the offer letter through email. In the meantime, I needed to evaluate the candidate’s communication skill over the phone to find the most skilled, smartest and energetic individuals.
Conducting the preliminary test: 
I had got the opportunity to conduct several preliminary tests. First of all, I had to arrange printed question paper and answer script. Then, I used to provide guideline about the test. I and one of my colleagues had to supervise the examinees during their examination. I was responsible to provide exam paper, answer script and guidelines on exam and then to collect the answer script right after exam time is over. In addition, it was my responsibility to check answer sheet and choose the best performers. 
Answer script recognition process: 
Right after the examination ended, I needed to give a unique serial number on each answer paper. In addition, I needed to match the student’s information sheet with their answer script. Whenever I had done this section, I used to handover each and every document to the HR manager and he was the responsible person to take care of the answer script. After these processes had done, we needed to send another sub-department which has proper reader to check the answer script within a short time. 
Preparing the Vacancy Advertisement: 
KITC give their job Announcements on their Facebook page and the most popular local website such as bdjobs. I made some vacancy advertisements according to their format. That time so many things were changed because head of the HR was new.
Evaluating the CVs: 
Sometimes they gave me for checkout some hard copy cv and soft copy whether the requirements are being match or not. If the requirement is matched then I called the employee for giving the written test exam. 
Preparing the Notice of Interview: 
Making the notice interview was a very difficult task for me because the number of candidates more than 300 or 400. It was like a long serial schedule. I had to match time also with hr head and another senior employee for giving interview schedule. 
Printing necessary documents: 
I had to print all the necessary documents on regular basis. I used to print hiring, interview sheet, answer script and other documents. I need to print around 200 copies for official purpose. My supervisor gave me the responsibility to print documents where ever it requires. 








Chapter 6
Recommendations & Conclusion










Recommendations:
All things have a positive side and negative side. But we should always focus on positive things. Moreover, the number of employees who don’t know how to fill up a leave form even they don’t have clear concept about the policy of the organization.
1. A conservative workplace. More employees in a little room. I think they should change their office place. They should take a broader space where employee will get flexibility.
2. They don’t follow any labor law policy. Worker has to work after office time, it hampers their personal life. From my view I will suggest KITC should aware about this.
3. Most often manager do bad attitude to the employee. There is no good relation between employer and employee.
4. Dirty washroom. As whole day employee stay office they need a clean washroom.
5. There is no holiday vacation even sometimes in weekend employees have to do office.
6. Only one attendant in the whole office
7. From morning to evening there is no snacks facility. I believe the management committee should give this facility.
8. Original employee documents are don’t found in the HR department in case there is any need that information.HR employee totally indifferent in this matter.
9. The way of communication is too bad to give any message to the employee. No modified equipment, old machinery is being used.
10. Merit based salary should be given. They should hire professional people for each department, it will increase their productivity.

Conclusion:
The business strategy of KITC is not appropriate enough because they are unable to utilize their resource properly. They have shortage of efficient employee. They do not work according to their mission. They use balance score card to measure their employee performance. Employees are not satisfied by their training program since they don’t choose appropriate training for their employee. Working environment of KITC is not good enough as a result employee is being discouraged and they go another organization. Turnover rate of KITC is so high, though by turnover rate people measure an organization. They have no proper HR plan; it is a big issue for them. I believe if KITC want to achieve the business strategy that means mission, vision and goals they should do proper HR plan and implement that plan by efficient and professional HR people. Their daily work hour should be 8 hours not 10 to 12 hours. Interval time for employee is very little, only 1.5 hour for the whole day.
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