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1. 0. INTRODUCTION
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1.1. OBJECTIVES

- @O -« -»@_ I
The objective is to find the various HR management capabilities of Head office. Like,
what are the measures they take to maintain HR aitivities under total management
system, moreover the duties, the employee perform to minimize risk and to maintain a

proper management system. The objectives are as follows:

B To examine the five HR management system (Recruitment & Selection Policy, Job
Evaluation Policy, Performance Appraisals, Salary & Employee Benefit Policy,
Reprisal Policy - Downsizing & Lay-off Policy, Leave Policy).

B To examine the overall employee performance of Adi Apparels Ltd Bangladesh.

B To geta brief idea about the various departments of Adi Apparels Ltd Bangladesh.

1.2. METHODOLOGY
- @ @@ ===

Primary Data:

Primary data were collected through interviewing concerned people at department of
Adi Apparels Ltd Bangladesh’s Management, Foreign Exchange department.

Secondary Data:

Different types of secondary data are included in this research. Sources of secondary
information can be defined as follows:

% Archive Database Reports of Adi Apparels Ltd Bangladesh,

® Earlier Research Reports,

% HR Department’s Database Records,

& Internship Office Supervisor Instruction Manual & Business Instruction

Manual

Data collection Instrument / Parameter:

In-depth interview: In-depth interviews were conducted with Senior Vice President,
Assistant vice presidents and officers of the department of AAL BD Managements,
Foreign Exchange Departments etc.
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There are a number of tasks that | had to perform under the HR and Admin department
of Adi Apparels Ltd Bangladesh. When a particular duty was assigned to me, | found
myself in a hesitated situation like; Am | able to do this duty perfectly or not? But
finally found it easier in real life operation. | was not that much complicated as |
thought. However, my office supervisor makes those complicated task easier for me. So
| had an encountered some sort of adjustment problem in the initial stage of my
internship in handling tasks or jobs.

1.3. The limitations of the Research:
]

Examining & studying the extensive assortment of HR activities of an organization is
not a simple task. However, due to some obvious reasons of security and confidentiality,
the official personnel did not provide all the statistical information about their
organization. Time is another major limitation as the duration of the program was of
three months only and without being a member of the organization, it was not possible
on my part to convey some of the sensitive issues and related aspects.

However the limitations of this research are as follows: -

X Primary data used in the research has been collected by inexperienced
manpower. As a result, there is a possibility of existence of a significant margin
of errors.

** Because of time and cost constraints, it was not possible to interview
international customer and corporate customer who are very high-profiled
personnel.

#* During the interview session, there was some amount of non co-operation
from a section of the respondents, which were unavoidable. Hesitation and
refusal of the respondents caused one of the major limitations.

** The lack of experience of the researcher in the field may become another
limiting factor.

** Lack of time and resource constraint has also limited the scope to conduct the
survey smoothly and so as to prepare the report.

% The data has been analyzed by inexperienced workforce. As a result of which,

some miscalculations might be present
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1.4. GERMENT & BUYER AGENCY INDUSTRY OF BANGLADESH
- @ @@=

The Garment & Buyer Agency Industry of Bangladesh commencement date has an
apparent history from back to the 1980s in that South-Asian proportion of the world,
when a few multinationals and local entrepreneurs started with manufacturing
quality fashion goods. This had ultimately made a result of getting some gigantic
international orders with some potential international customers. By 1982 many top
ranking multinationals established their manufacturing amenities in this South-Asian
part of the planet. Prominent among them were - Fakir Apparels, Harvest
Bangladesh Ltd, ARP International, ZXY Garments, Tom Tailor BD Ltd and so one.

Nowadays, Bangladesh is fundamentally recognized as generic mother
manufacturing country of garment goods throughout the Globe. The industry's major
competency lies in formulation new era of garments market all over the world.
Presently, however, in total more than 120 companies have been operating their
business operation in Bangladesh. Out of this about 95 companies have their own
manufacturing facilities of which 5 are multinationals & they are also active in AGI
(Active Garment Ingredients).

1.5.APPARELS & COMPANY OVERVIEW
- G @£ ==

The focal point of Adi Apparels Ltd was been formed in 1% of January 2002 and
since then accelerated to its journey with the commitment to the society to build
prosperous Industrial backbone for socio-economic development of the country.
After almost ten economic years, it has established a number of diversified and
potential buyers throughout the world for manufacturing and marketing of a wide
variety of consumers and export oriented products.

Adi Apparels Ltd’s truthful response to the challenge of economic development in
hospitable atmosphere, however, provides major stimulus for phenomenal growth of
the organization. AAL has brought the best expertise to Bangladesh through a
number of associations and joint ventures with world renowned and leading
corporations and still is trying to implement the latest inauguration professional
stuffs through numerous collaboration and joint ventures with the world renowned
and leading companies for the quality products.
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Presently, Adi Apparels Ltd is one of the leading Garments Buyer Agency
Companies in Bangladesh, which has been contributing buyer agency activities in a
large extent of the country by providing quality branded-generic Garments. The
organization believes in 'Quality never ends' and refuses to settle for anything until it
exceeds the existing standard. It has been superseding the market growth consistently
by wide margin in last few years. The company has been awarded with the 1SO-
9001: 2000 Certificate in January 2003 for serving its valued customers with
products of excellent quality.

Company Information

Business Type
Year Established

 Manufacturer & Buying Agency House

1° of January 2002

No. of Total Staff

20 - 23 People

Products/Services

KNIT GARMENTS & BUYING HOUSE.

Main Markets

South America, Eastern

Europe, Mid East Africa,Western Europe.

Company Address | House: 61 [2" Floor], Sha-Mokdum Avenue, Sector-12, Uttara, Dhaka
Postal Code 1230
Company Phone +88 01673 338 638

Company Fax

+00880-2-9353685

Contact Person

Mr. Md. Atikur Rahman

Contact Person

+88 01743 124 444

Geographical Location

RIOLER

Sectar 10

r o rem

House: 61 [2™ Floor], Sha-Mokdum Avenue,
Sector-12, Uttora, Dhaka - 1230

Chanbari  Masterbari

= S

Sector 12 Sector 13

Crholipara
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1.6. BUSINESS PHILOSOPHY, PORTFOLIOS & ETHICS

]
Continuous improvement of existing enterprise’s operations as well as constant
pursuit for new industrial with contemporary business opportunities at home plus
abroad as well as Organizational growth through diversification and quality
management has become the core of business philosophy of Adi Apparels Ltd.
The Firm has a large and diversified number of business portfolios which
contribute a high degree of commitment to the development process of the
notation to take forward to tomorrow. AAL has Emphasizes on business ethics
for full customer’s satisfaction through world-class garments, exportable quality
goods and service. Basically, Adi Apparels is an overseas buyer agent which sells
every kind of overseas garment products to meet the global needs as well as very
imperative to attain the highest standards of yield. Quality is the trademarks of
everything it does. Its efficient human resources are trying to maintain the quality,
standard and customer’s satisfaction through Research and Development. They
always work together with customers to understand their changing needs and
requirements with innovative products that are affordable to the supreme number

of the people.

1.7. CORPORATE OBIECTIVES & VALUES

Vision:- To be regarded as a world-class Garments Agency Company in the field

of generic finished products as well as making access to information easy for the
common people and help them to use this tool to become citizens with an effective
voice.

Mission:- To provide up-to-date, comprehensive and accurate quality finished
garment fashion ware to domestic market era and to abroad in an objective and
impartial mission manner of Adi Apparels Ltd. Some other corporate body mission
activities are shown below:-
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& Introducing the latest & excellence garment products as overseas buyer
expectations.

& Continuous development of employee’s work efficiency to meet the
contemporary demand of customers successfully.

& Assuring quality products from advanced manufacturing facilities

m Exceeding customer satisfaction and gaining trust through quality services.

& Expanding the export market.

Values: In order to achieve the desire vision & mission AAL subscribes the

following values:-

Quality in everything,

Live up to commitments,

Transparent and fair in all the dealings,
Take initiative to exceed standards,
Trust and respect for each other,

Work as a team,

Share social responsibility.

1.8. EXPORT PERFORMANCE

]
The improvement of garments sector in Bangladesh is unbelievable. There are several
companies in Bangladesh who are produced world-class garment products by
maintaining the rules, regulation and qualities of the product to compete with the
world garments market. As prize of the improvement in this sector there are several
companies who export their product in the South Asia, Middle East, and recently they
also entered in the European market with their world-class product. In the export arena
the companies are now increasing their export by fulfilling the internal needs day by

day.
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1.9.SWOT ANALYSIS OF ADI APPARELS LTD
- @ @@ ===

As the principal aims and objectives of Adi Apparels Ltd Bangladesh, are to improve
professionalism in the contemporary garments ware business arena as well as to
realize the authentic demands of garment goods throughout the 3" world countries.
Thus AAL Bangladesh organizes seminars, discussion forums, workshops,
professional training courses, continuing education programs, cultural events and
publishes newsletters etc. as parts of its professional activities. All this activities has
been done to observe out the actual current SWOT analysis circumstances of the
organization. By which the executive board gets some feasible idea of future strategic
moves of the organization.

& Certification of 1SO-9001: 2000 due to No forewords or backward incorporation.
implementation of quality management | ® Company depends on other countries for

system in its operation. the majority of raw materials, accessories
& One of the fastest growing Garment and equipment.
Companies. & Insufficient number of skilled employee.

& Good concern and brand image. Less marketing orientation

M High percentage of growth for last five | ® Proper attention may not give to all

years. products due to huge product line.

Good financial position.

Strong management team.

& Congenial relationship with overseas
potential customers.

B The growth of Garment Industry is | ® The regulatory authority of the government

highly increasing. dictates the pricing policy.

M Global presence through international | m Expansion of the product line by small and
marketing medium size Garment companies.

® It still has the scope of expansion | ® Increase of the number of same generic
opportunity of factory. products in the market due to introduction

of these products by other companies.
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1.10. Special Considerations To Related Placement Of Employment
L ——————= ]
Special consideration is not at all allowed in case of the place of employment. Though top
management recommends and that person doesn’t have the quality, Adi Apparels Ltd doesn’t
recruit him or her.

DEPARTMENT VIEW

ADMINIS
-TRATION

Merchandising Management Marketing e Human Resource

Accounting

b

A. The Department of Merchandising involves with overseas wholesale Invoice /
order collection as well as takes every necessary step of production & supply. It
also collects the secondary raw materials (Garment Accessories) for the producer
factory.

B. The department of management, however, deals with the core strategic moves of
the organization as well as concentrates in the central information system,
documentations, current affairs and accomplishes all the necessary administration
place of duty.

C. The Department of Marketing deals with regular marketing activities like
advertisement generation, collection and various types of marketing activities.

D. The Department of Finance looks after of all the financial matters of the
organization and The Department of Accounting maintain all the necessary
financial documentation with valid testimony.

E. The Department of Human Resource deals with all the human capital activities of
the organization, like; employee’s crisis and solution, recruitment & selection,
employee retention & loyalty, motivation factors & mutuality of the departments.
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2.0. Department of HR or My Concentration [HR Activities]

[All the Data of this Chapter Collected from the organizational HR Policy Testimony of
Adi Apparels Ltd Bangladesh]

A creative Human Recourse can build a modern country. Because, fairly a well
established human resource management can built a constructive organization likewise
some constructive organizations can build a modern country. However, nowadays HR
Department is considerate as the Mutual Bridge of making evenly understandable
decisions between all the departments among an organization. How and why is that?
The answer is — “Since each department is Human Oriented and HRM deals with every
individual human being or employee working in an organization, this statement is true
as well as valid one. So HRM decrease the distances and conflicts between the
employees of all the departments as well as enhance the work efficiency of the
workforce which eventually results a certain amount of profit maximization for the
companionship. Finally a profitable company must contribute to the economy of the
country’s development.

However, here are some theoretical HRM Activities practiced by the HR Department’s
personnel in Adi Apparels Ltd BD:-

Number of Current Employees
L ———_—G— ]
Currently total of 467 employees are appointed to work in different operations as
workforce. However, HR department has a plan of recruiting another approximately 100
employees in very near future

Source of orders and responsibility

In case of an overseas order completion, the source of order comes from top level
management to bottom line management. Like:-

1T

Managing Director

Asst. Merchandiser

Production
Sinervisnr
Line Manager

Advisor — Admin Head

Head Of HR
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Recruitment & Selection Policy:-

& Purpose & Importance Of Recruitment
& Recruitment and Selection Process
= Advertisements to Mass Medium
Colleting the job Application of eligible candidates
Arrange Examination
Consultation the Board
Appointment or Selection Letter

A an

\ |

Job Evaluation Policy:-

m Weekly Consultation Process with existence employee
m Prepare Employee Evaluation Sheet

& Update Evaluation Sheet

u Control the Daily Attendance

m ID card Prepares

Performance Appraisals, Salary & Employee Benefit Policy —

& Make control of employee incentive process as whole
& Maintain the employee salary, loyalty & future retention.

Leave Policy-

& Implement the leave Policy-
Register Update (Leave)
Sustain Resign & Absent Case
Uphold Show Cause (Absent Case)
Final Bill Prepare (Resign Case)
& TA/DA Policy-
= Maintain the Daily TA/DA of employee
m Hotel Tariff & Food (Out Station)
& Conveyance
& Other Expenses Bill Prepare for Overtime, Dinner & Conveyance Bills
Prepare

A an

\ |

m Downsizing
& Lay-Off
% Leave without pay:
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Recruitment & Selection Policy:

Human resources constitute the most important component of modern organizations. The
accomplishment of organizational missions and objectives depends, to a large extent, on
having right persons in right positions as well as the commitment and contributions of those
involved. As a matter of fact, a sound and effective human resource management is seen as
the most significant variable that determines the performance of an enterprise. Both
recruitment and selection are the two phases of the employment process. The differences
between the two are in-below:

Recruitment is the process of searching the
candidates for employment and stimulating

Selection involves the series of steps by
which the candidates are screened for

them to apply for jobs in the organization

choosing the most suitable persons for
vacant posts.

The basic purpose of recruitments is to create
a talent pool of candidates to enable the

The basic purpose of selection process is
to choose the right candidate to fill the

selection of Dbest candidates for the
organization, by attracting more and more
employees to apply in the organization

Recruitment is a positive process i.e.
encouraging more and more employees to

apply

various positions in the organization.

Selection is a negative process as it
involves rejection of the unsuitable
candidates.

Recruitment is concerned with tapping the
sources of human resources

Selection is concerned with selecting the
most suitable candidate through various
interviews and tests.

Selection results in a contract of service
between the employer and the selected
employee.

There is no contract of recruitment established
in recruitment

2.1.1.Firm Follows Three Types Of Recruitment
]

1. Planned
The needs arising from changes in organization and retirement policy.

2. Anticipated
Anticipated needs are those movements in personnel, which an organization can

predict by studying trends in internal and external environment.

3. Unexpected
Resignation, deaths, accidents, illness give rise to unexpected needs.

A Working Report on Adi Apparels Ltd




2.1.2. Purpose & Importance Of Recruitment
L ——————— ]
1. Attract and encourage more and more qualified candidates to apply in the

organization.

Create a talent pool of candidates to enable the selection of best candidates for
the organization.

. Determine present and future requirements of the organization in conjunction
with its personnel planning and job analysis activities.

. Increase the pool of job candidates at minimum cost.

. Meet the organizations legal and social obligations regarding the composition of
its workforce.

. Increase organization and individual effectiveness of various
techniques and sources for all types of job applicants.

recruiting

2.1.3.Recruitment and Selection Process

The  recruitment  and
selection is the major
function of the human
resource department and
recruitment process is the
first step towards creating
the competitive strength
and the strategic advantage

for the organizations.
Recruitment process
involves a  systematic

procedure from sourcing
the candidates to arranging
and conducting the
interviews and requires
many resources and time.
A general recruitment
process is as follows:-
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2.1.4. [Part One]

= HR moves requires of hiring new stuff-

= Froward CV
= Advertisements to Mass Medium [News Paper]- l

= Form an Interview Committee as Management

Necessity—

= Call to Candidate
= Colleting the job Application of eligible

candidates- l

= Arrange Examination & Oral Tests-

1. Oral Test
= Consultation the Board- 2. Written Test
= Appointment or Selection Letter. 3.PTC

4, Oral Test

v

Final Offer ]
2.1.5. [Part Two]

The recruitment & Selection process begins with receiving requisitions for recruitment from
any department of the company by the human resource department. Through following this
procedure, the departmental Head/Chef of any particular department informs to its Superior
authority or Management for Approval to hire [It might be a managing director]. He will
inform to the head of the HR department or deputy general manager of HR to starts the
recruitment procedure and fulfill the demand of stuffs. Then AGM or DGM of HR will
Preparing the job description and person specification of locating and developing the sources
of required number and type of employees or they will assign to manager or asst. manager to
do this. Then manager or his superior any one will inform to PR for the recruitment
Advertising. HR executives are Short-listing or screening the CV and identifying the
prospective employee with required characteristics.

After screening the short listed CV will forward to the head of the particular department who
has been asking for hiring. After screening CVs by head of the particular department, the CVs
will be forwarded to the head of the HR department again with feedback. HR department will
call the candidates through phone or via e-mail. They will arrange the interviews with the
preferred candidates. Then Conducting the interview by many and at least three to four times
(like by oral test, written test, PTC and final oral test). At the end of this procedure, decision
making and final offer. The recruitment process is immediately followed by the selection
process i.e. the final interviews and the decision making, conveying the decision and the
appointment formalities.
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