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Executive Summary

As a part of academic requirement and completion of BBA program, | have been assigned to
complete internship report on “Recruitment and Selection practices of Protidiner Bangladesh.”

under the guidance of Shahnaz Sharmin.

“Recruitment and Selection process” is a segment of human resource process; As such I have
selected this topic to make it clear. | have divided this report in some sub segments. As a young
intern in a daily journal like “Protidiner Bangladesh” I have tried my best to go through their
Recruitment and Selection process within little tenure of 03 months.

The primary objective of this report is to understand and evaluate how Protidiner Bangladesh
recruits and selects its workforce to meet organizational needs while maintaining industry standards
and ensuring efficiency. The report outlines the organization’s recruitment strategies, candidate
sourcing methods, selection processes, and the integration of employees into the company culture.
It also explores the alignment of these practices with the company’s goals and the challenges faced

in achieving a fair and effective hiring process.

The research methodology includes direct observations, interviews with HR personnel, and a
review of company documents related to recruitment and selection policies. Key findings highlight
that Protidiner Bangladesh employs a mix of traditional and modern recruitment methods, including
referrals, job portals, and social media platforms, to attract a diverse pool of candidates. The
selection process emphasizes meritocracy, with a structured series of written tests, interviews, and

practical assessments tailored to the journalistic and administrative needs of the organization.

Despite these strengths, the study identifies areas for improvement, such as enhancing the on
boarding process, reducing hiring lead time, and addressing biases in decision-making.
Recommendations include the adoption of advanced HR technologies, regular training for hiring

managers, and a more robust feedback mechanism for candidates.

Literally, the report emphasizes that while Protidiner Bangladesh’s recruitment and selection
practices are effective in many respects, there is room for further refinement to ensure they align
with global HR best practices. This study serves as a valuable resource for understanding the
dynamics of HR practices in the media sector and provides actionable insights for continuous

improvement
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Chapter: One

Introduction



1.1 Introduction

The report is a prerequisite for receiving a Sonargaon University Bachelor of Business
Administration (BBA) certificate. To get hold of the certificate, every scholar needs to complete an
internship application wherein they need to work in an enterprise and put together an internship
report whilst doing so. The possibility to function as an intern at Protidiner Bangladesh became a
notable possibility. While operating at Protidiner Bangladesh HR Department, it became
determined that there are not any huge variations among real lifestyles HR approaches and
theoretical HR ideas. As a result, the report is prepared to show Protidiner Bangladesh HR

Practices.

1.2 Statement of the Problem

Human Resource Management is a committed piece of the association that is worried about the
"general population™ measurement. HRM can be seen in one of two different ways. To begin with,
HRM is a staff, or support in the association. Its job is to give help with HRM matters to line
representatives, or those straightforwardly associated with creating association's merchandise and
ventures. HRM is a component of each director's activity. Regardless of whether one work in a
"formal™ HRM office, the realities remain that to viably oversee representatives requires all chiefs

to deal with the exercises.

Human Resource Planning chooses the number and sort of people an affiliation Needs. Enlistment
seeks after Human Resources Planning and runs inseparable with the assurance method by which
affiliations survey the fittingness of the inevitable contender for the movement. Jon examination
and occupation arrangement show the errands and commitments of livelihoods and the abilities
foreseen from impending work holders (Chart- 1.1). The accompanying sensible development is to
pick the right number of people the right sort to fill the occupations. Assurance incorporates two

general social affairs of activities: (I) Recruitment and (ii) Selection.

HumanR
esourcePl
anning

JobAnalysi

DetermineRecruitmentand sDocument

Selectionneeds

Figure 1.1: Recruitment and Selection Needs



Enlistment is the way toward finding and drawing in able candidates for business. Determination is
the way toward picking people (out of the pool of occupation candidates) with imperative
capabilities and fitness to fill employments in the association. An affiliation far reaching or little,
advantage or organization arranged, paying little respect to whether it is, a conclusive point is to
achieve legitimate goal. This achievement must be possible through convenient and effective
organization of work. Assurance is a key part in the acquisition of HR. Without a strong and
erective decision segment, a business can never flourish, especially in the present universe of
market economy, which is uncontrollably engaged. As a general rule after viable culmination of
enlistment, assurance and selection process the new specialist must be made to all the almost

certain fit the action and the affiliation.

1.2 Objectives of the Study

Main Objectives:

The supreme objective of the study is to closely examine the recruitment and selection process of

Protidiner Bangladesh.
Specific Objectives:

To achieve the supreme objective, it is needed to identify some relevant and specific objectives.

The specific objectives are elaborated below:

1. To find out the steps of recruitment and selection process of Protidiner Bangladesh.

2. To evaluate recruiting and selection process of Protidiner Bangladesh.

3. To identify the strengths and weaknesses of existing recruitment and selection procedure of
Protidiner Bangladesh.

4. To make recommendations to overcome the problems.

1.3 Methodology of the study

Approach is the procedure or reason for accumulation of information and data which are required in
associating with discovering apparatuses for most ideal circumstance of issue. Expected

information to finish this examination has been gathered principally by direct examination of



various records, archives, operational process, and faculty. Data in regards to office exercises of the

Protidiner Bangladesh has been gathered through counselling and discourse with the board faculty.

Data Collection

The sources of information are as following:

» Primary Sources of Data: The essential data gathered through eye-to-eye meeting,
perception, and by support in the enlistment and determination process.

» Secondary Sources of Data: The optional data gathered from site, Magazine,
Memorandum, Journals, books and some other pertinent sources, both essential and
auxiliary information sources will be utilized to produce this report. Essential information
sources are planned review casual discourse with experts' and perception while working in
various work areas. The optional information sources are distinctive distributed reports,

manuals, value refreshes and diverse productions of Protidiner Bangladesh.

1.4 Limitations of the Study

While writing, | ran into a few issues. A sincere effort was made to finish the report and produce
a beneficial and trustworthy outcome. Despite making a sincere effort, there are some limitations
that operate as barriers. The limitations are given below-
» The primary issue is confidentiality, which led to some confidential details not being
appropriately revealed by the managers.
» Finding out all the benefits and drawbacks of such a large undertaking requires more than
a few days of internship experience.
> | don't have any prior real-world experience in this area;thus, | can't gather all the necessary

information.



Chapter: Two

Overview of the Organization



2.1 Overview of the Organization

Protidiner Bangladesh was established in 2018, making it one of the relatively newer players in
Bangladesh's media landscape. The newspaper was founded with the vision of providing accurate,
unbiased, and socially responsible journalism in a rapidly evolving media industry. Its launch
marked a significant addition to the country's journalistic fraternity, offering fresh perspectives and

a commitment to high-quality reporting.

Protidiner Bangladesh is a prominent daily newspaper in Bangladesh, renowned for its dedication
to unbiased reporting and in-depth journalism. Established to uphold the principles of transparency
and public service, the publication caters to a diverse readership, offering content ranging from
breaking news and investigative reports to editorials, features, and entertainment. Protidiner
Bangladesh maintains a strong presence both in print and online, ensuring its audience stays

informed in real-time through multiple platforms.

With a mission to empower citizens through accurate and timely information, the newspaper
emphasizes journalistic ethics, social accountability, and the promotion of public discourse on
national and global issues. Its editorial policies reflect its commitment to truth, inclusivity, and

professionalism, making it a trusted name in Bangladesh's media landscape.

2.2 Organogram of Protidiner Bangladesh

The organizational structure of Protidiner Bangladesh is hierarchical, designed to ensure smooth

workflow and clear communication channels.

1. Editor-in-Chief
e Leads the editorial team and oversees all journalistic content.
e Sets the vision and editorial policies.

2. Managing Editor
e Manages day-to-day editorial operations.

e Coordinates between departments to maintain quality and timeliness.



3. Newsroom Division
e News Editors: Oversee news stories, assign tasks, and ensure accuracy.
e Reporters: Collect and report news from the field.
e Sub-editors: Edit and format news for publication.
4. Specialized Departments
e Investigative Team: Focuses on in-depth, research-driven stories.
e Feature Writers: Create lifestyle, cultural, and opinion pieces.
e Photojournalists: Provide visual content to complement stories.
5. Business and Administrative Division

e HR Department: Handles recruitment, employee relations, and performance

management.
e Finance Department: Oversees budgeting, payroll, and financial compliance.

e Marketing and Advertising: Manages promotional campaigns and client

relationships.
6. IT and Digital Media
e Ensures technological support and oversees the digital platform.
7. Circulation Team

e Handles the distribution of the newspaper nationwide.
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Literature Review



3.1 Literature Review

Enlistment or delegate decision is the "system of social event and evaluating information around an
individual in order to extend an offer of business. (R.D. Door wood and H.S. Field) Employee
decision is a bit of the general staffing system of the affiliation, which furthermore joins human
resource (HR) orchestrating, enlistment, and support works out. By doing human resource
organizing, the affiliation expands its possible enthusiasm for personnel with explicit learning,
aptitudes, and limits (KSAs), and considers that to the predicted availability of such staff in the
inward or outside work markets. In the midst of the enlistment time of staffing, the affiliation tries
to develop contact with potential occupation hopefuls by work postings inside the affiliation,
publicizing to attract outside applicants, delegate referrals, and various diverse procedures,
dependent upon the sort of affiliation and the possibility of the movement being alluded to.
Labourer decision begins when a pool of applicants is made by the affiliation's enrolment tries. In
the midst of the agent decision process, a firm pick which of the enrolled candidates will be offered
a position. Incredible agent decision is an essential piece of a successful affiliation. How delegates
play out their jobs is a primary thought in choosing how successful an affiliation will be.
Occupation execution is fundamentally controlled by the limit of an individual to finish an explicit
work and the effort the individual will progress in playing out the movement. Through convincing
decision, the affiliation can extend the probability that its new delegates will have the essential
KSAs to complete the businesses they were acquired to do. Thusly, specialist assurance is one of
the two critical courses (close by presentation and planning) to guarantee that new agents have the
limits required to complete their occupations. It moreover gives the base to other HR practices, for
instance, feasible business structure, target setting, and pay that awaken experts to apply the effort
expected to do their occupations enough, according to Gate wood and Field. Occupation hopefuls
differentiate along various estimations, for instance, enlightening and work understanding,
character characteristics, and inherent limit and motivation levels. The method of reasoning of
agent decision begins with the supposition that likely a segment of these individual differences is
relevant to a man's sensibility for an explicit work. Thusly, in labourer decision the affiliation must
(1) Determine the huge individual differences (KSAs) expected to do the movement and (2)
Identify and use assurance systems that will constantly and truly overview how much function
hopefuls have the required KSAs. The affiliation must achieve these endeavours in a way that does
not unlawfully mistreat any action competitor’s dependent on race, shading, religion, sex, national

starting, cripple, or veteran's status.



3.2 An overview of the selection process

Specialist assurance is itself a method containing a couple of essential stages, as showed up in
Exhibit 1. Since the affiliation must choose the individual KSAs (Knowledge, Skill & Ability)
expected to play out an occupation, the assurance method begins with business examination, which
is the exact examination of the substance of vocations in an affiliation. Convincing occupation
examination tells the affiliation what people having explicit vocations "do" over the range of
playing out their businesses. It moreover empowers the relationship to choose the noteworthy
commitments and obligations of the action, and parts of the action that are of minor or
inconsequential criticalness to work execution. The movement examination asoften as possible
outcomes in a record called the arrangement of working duties, which is a comprehensive report
that nuances the commitments, obligations, and endeavours that make up an occupation. Since
business examination can be unusual, dreary, and expensive, organized arrangements of desires
have been delivered that can be changed in accordance with an enormous number of occupations in
relationship over the world. Two examples of such databases are the U.S. government's Standard
Occupational Classification (SOC), which has information on something like 821 occupations, and
the Occupational Information Network, which is generally called O*NET. O*NET gives sets of
duties to countless. An appreciation of the substance of a job helps a relationship in showing the
learning, aptitudes, and limits expected to complete the action.

3.3 Main responsibilities of HRM

3.3.1 Getting the best employees
1. Workforce planning

Specifying jobs and roles
Recruiting
Outsourcing

Screening applicants

o g~ w D

Staffing-selecting (hiring) new employees
1)Workforce planning

a) Objective of Workforce Planning
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Workforce orchestrating is a champion among the most basic activities in any affiliation. It starts
with examination of the crucial position of the business. The outcomes of this examination by then
feed into a guess of the required enthusiasm for work by the affiliation and how this is most likely
going to be given. The last stage incorporates the creation and execution of a HR plan which hopes

to pass on the right number of the ideal people for the association.
b) Strategy for workforce plan

The vital position and necessity of the association have the most essential effect on workforce

arranging.
Association destinations and extent of exercises:

What are the objectives of the affiliation? What things are to be sold, in which markets; using what
kind of scattering?

Affiliation territory - where is the affiliation found? How are the diverse claim to fame units,
divisions, limits scattered over the distinctive regions? What master aptitudes are essential in each

zone? What are the workforce repercussions of decisions on affiliation region?

Work condition: What is going on to the range of the work drive? What key masses and business
designs (e.g. the extending amounts of people managing fleeting or transient contracts) impact the
limit of the business to choose staff? What game plan ought to be made for delegate annuity; what

business order.

Timetables - to what degree does the key needs of the business require transitory changes in the
workforce - or can change be practiced over an increasingly drawn-out period. For example, are

new retailing or scattering zones to be opened in the accompanying a year that require staff?
c) Forecasting Workforce Demand

Putting a tolerable Human Resources plan together requires a relationship to make a sensibly exact
check of workforce gauge. Enter factors to consider in this guess are:

Demand for existing and new things/adventures
Organization exchanges and thing terminations

Introduction of new development (e.g. new age equipment)

YV V V V

Cost decline programming engineers (most as a rule incorporate a decline in staff numbers

some place inside the business)

11



» Changes to the business various levelled structure

» Business acquisitions, joint undertakings, crucial affiliation.
Forecasting Workforce Supply

The starting stage for surveying supply is the present workforce: an organization ought to
evaluate: Booked changes to the plan of the present workforce (e.g. progressions; work turn).

Typical loss of workforce - e.g. through retirement, "normal™ work turnover

. Potential extraordinary segments - e.g. exercises of contenders that make issues of staff
support. . By taking a gander at the figure workforce demand and supply - it is possible to
aggregate a guess of net workforce measure. This at that point ought to be differentiated and the
key necessities for the affiliation. The result is the "workforce gap™ (which is a guess of too

much few or such countless). The activity of HRM is to close the gap.
HRM - Policies to Close the Workforce Gap
The key HRM exercises to deal with the workforce hole contain:

» Recruitment designs (what number of individuals, where, what type, how)

» Training designs

» Redundancy designs

» Staff Retention Plans (how the business expects to keep the staff it needs to hold)

2) Specifying jobs and roles
This phenomenon includes two processes;

» Job specification
> Job description

a) Job Specification

Gotten from occupation examination, it is a declaration of specialist qualities and abilities required
for attractive execution of described commitments and errands containing an unequivocal action or
limit. An occupation assurance delineates the learning, aptitudes,preparing, foundation, and limits
affiliation acknowledges are fundamental to playing out an explicit business. The movement detail
is made from the action examination. A job assurance harms profoundly with affiliation necessities

however the normal arrangement of duties portrays the commitments and essentials of a delegate's

12



action in detail. The movement specific gives separated characteristics, learning, guidance,
capacities, and experience expected to play out the action, with a layout of the express action

necessities.
b) Job Description

Sets of obligations are key. Sets of desires are required for selection so affiliation and the hopefuls
can fathom the activity. Sets of desires are major for all people in the affiliation. A normal
arrangement of obligations portrays a man's activity and duty. Without a lot of working duties, it
isn't attainable for a man to genuinely concentrate on, or be viewed as in charge of, a vocation.
More diminutive affiliations regularly require staff and heads to cover an increasingly broad or
more mixed extent of commitments than in greater relationship (for example, the ‘work
environment boss' occupation can incorporate cash related, HR, stock-control, booking and diverse
commitments). In this way in tinier affiliations, sets of desires may basically contain an
increasingly noticeable number of recorded commitments, perhaps 15-16. In any case, whatever the
conditions, the number of obligations should outperform this, or the normal arrangement of duties

winds up clumsy and unable.
Some element in most sets of responsibilities is as following;

» Communicating (How to speak with upper and lower dimension of the board from his/her
dimension)

Panning and sorting out.

Managing data and general organization bolster.

Monitoring and announcing.

Financial planning and control

Producing things.

Maintaining and fixing.

Quiality control.

YV V.V V V V V V

Health and wellbeing.
Importance of Job Description:

Sets of responsibilities enhance an association's capacity to oversee individuals and jobs in the
accompanying ways:

> Clarifies association desires for workers.

» Provides premise of estimating work execution

13
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YV V V V

Y VY

Provides clear depiction of job for occupation hopefuls

Provides a structure and control for organization to comprehend and structure all
occupations and guarantee essential exercises, obligations and duties are secured by some
activity.

Provides coherence of job parameters independent of director understanding

Enables pay and reviewing frameworks to be organized decently and legitimately

Prevents self-assertive understanding of job substance and limit by representative and boss
and chief

Essential reference apparatus in issues of worker/boss debate

Essential reference apparatus for order issues

Provides critical reference focuses for preparing and improvement regions

Provides unbiased and target reference focuses for evaluations, execution surveys and
guiding

Enables definition of range of abilities and conduct set necessities per job

Enables association to structure and oversee jobs consistently, accordingly expanding
productivity and adequacy of enrolment, preparing and advancement, authoritative
structure, work process and exercises, client benefit and so forth

Enables genuine view (rather than instinctual) to be taken by representatives and

supervisors in profession movement and progression arranging.

Job Description Components:

>
>

>

Job title based at (Business Unit, Section - if appropriate)

Position reports to (Line Manager title, area, and Functional Manager, area if network the
executive’s structure)

Job reason outline (in a perfect world one sentence)

Key obligations and accountabilities (or 'Obligations'. 8-15 numbered focuses)
Dimensions/Territory/Scope/Scale markers (the regions to which obligations broaden and
the size of duties - staff, clients, domain, items, gear, premises and so on.)

Date and other pertinent inward references.

Internal Promotions: EXxisting representatives of an association are elevated to fill the required

place. An association essentially has two primary assets to get HR inner advancement. (1)

Recruitment (2) Outsourcing.

>

Recruitment: Organization selects new representatives to fill the empty spots.
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» OQutsourcing: Outsourcing alludes to an organization those agreements with another

organization to give administrations.

Recruitment and Selection: Enlistment is the path towards separating that the affiliation needs to
use someone up to when application shapes for the post have connected at the affiliation.
Delegateassurance is the "methodology of social event and evaluating information around an
individual in order to widen an offer of business (R.D. Gateway wood and H.S. Field) Employee
assurance is a bit of the general staffing strategy of the affiliation, which moreover consolidates
human resource (HR) masterminding, selection, and support works out. By doing human resource
masterminding, the affiliation expands its apparent enthusiasm for work compel with explicit data,
aptitudes, and limits (KSAs), and takes a gander at that to the anticipated openness of such staff in
the internal or outside work markets. During the enrolment time of staffing, the affiliation tries to
develop contact with potential occupation competitors by work postings inside the
affiliation,elevating to attract external applicants, agent referrals, and various distinctive techniques,
dependent upon the sort of affiliation and the possibility of the movement being alluded to.
Labourer assurance begins when a pool of competitors is created by the affiliation's enlistment
attempts. During the specialist assurance process, a firm pick which of the chose candidates will be
offered a position. Incredible labourer decision is an essential fragment of a productive affiliation.
How labourers play out their occupations is a main issue in choosing how productive an affiliation
will be. Work execution is fundamentally managed by the limit of an individual to finish an explicit
occupation and the effort the individual will progress in playing out the action. Through reasonable
assurance, the affiliation can increase the probability that its new labourers will have the basic
KSAs to complete the occupations they were acquired to do. As such, labourer assurance is one of
the two imperative courses (close by presentation and getting ready) to guarantee that new agents
have the limits required to do their occupations. It furthermore gives the base to other HR practices,
for instance, fruitful business plan, objective setting, and pay that rouse labourers to apply the
exertion expected to carry out their responsibilities successfully. Door wood and field authoritative
record that subtleties what is required to effectively play out a given occupation. The essential
KSAs are called work prerequisites, which is just methods they are believed to be important to play
out the activity. Occupation prerequisites are communicated as far as wanted instruction or
preparing, work involvement, explicit aptitudes or capacities, and in numerous different ways. Care
must be taken to guarantee that the activity prerequisites depend on the real obligations and duties

of the activity and that they do exclude unessential necessities that may oppress a few candidates.
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For instance, numerous associations have patched up their sets of expectations and determinations

in the years

since the section of the Americans with Disabilities Act to guarantee that these reports contain just

employment significant substance.

Validity of selection methods: Authenticity implies the idea of a measure that exists when the
measure overviews an assemble. In the assurance setting, authenticity suggests the fittingness,
centrality, and estimation of the inferences settled on about hopefuls in the midst of the decision
method. It is stressed over the issue of whether applicants will truly play out the movement and
furthermore expected reliant on the inferences settled on in the midst of the decision technique. The
closer the hopefuls' genuine occupation presentations organize their ordinary displays, the more

noticeable the authenticity of the assurance strategy.

Determination strategies: An Organization ought to use decision procedures that reliably and
unequivocally measure the required abilities. The steadfastness of a measure insinuates its
consistency. It is described as "the dimension of self-consistency among the scores earned by an
individual." Reliable appraisals are unsurprising transversely over the two people and time.
Unfaltering quality is intensified when two people surveying a comparable candidate give
comparative examinations, and when the assessments of a cheerful taken at two unmistakable
events are the identical. Right when assurance scores are risky, their authenticity is diminished. A

segment of the parts affecting the steadfastness of decision measures are:

Enthusiastic and physical state of the contender. Constancy perseveres if hopefuls are particularly
worried during the evaluation methodology. Nonappearance ofsimilarity with the administrator of
the measure. Relentless quality continues if hopefuls are "slaughtered" by the examiner and
therefore don't "exhibit their stuff” in the midst of the gathering. Lacking data of how to respond to
a measure. Trustworthiness perseveres if hopefuls are presented request that are questionable or
dumbfounding. Solitary differentiations among respondents. If the range or differentiations in
scores on the property evaluated by a decision contraption is significant, that infers the device can
reliably perceive among individual inquiry trouble. Request of moderate inconvenience convey the
strongest measures. In the occasion that questions are excessively straightforward, various
competitors will give the correct answer and individual differences are diminished; if questions are
too much troublesome, couple of hopefuls will give the correct answer and, yet again, solitary
differentiations are decreased. Length of measure. As the length of a measure extends, its relentless

quality furthermore increases. For example, an examiner can all the almost certain check a
16



competitor's element of social aptitudes by making a couple of requests, instead of just a couple. Up
'til now, our discussion has acknowledged that a business needs to favour all of these.Studies
consolidating an assurance measure's authenticity for practically identical occupations in various
settings. Data exhibiting the resemblance between the occupations for which the authenticity
evidence is represented and the action in the new business setting. Data showing the likeness
between the decision measures in substitute examinations making the authenticity verification and

those measures to be used in the new business setting.

3.4 Making final selection

The broadness and eccentrics of assurance frames change unbelievably depending upon factors, for
instance, the nature of the movement, the amount of possibility for each opening, and the range of
the affiliation. A common strategy for applying decision systems to innumerable for a job requiring

decently a lot of KSAs would be the going with:

Use application spaces, proceeds, and short gatherings to make sense of which work hopefuls meet
the base necessities for the action. If the number of hopefuls isn't excessively gigantic, the
information outfitted by applicants can be affirmed with reference and in addition individual

gxaminations.
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Chapter: Four

Internship Responsibilities
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4.1 Internship Responsibilities

During my internship at Protidiner Bangladesh, | had the opportunity to work closely with the
Human Resource (HR) department, focusing on recruitment and selection processes. This role
allowed me to gain practical experience in HR operations while contributing to the organization's
goal of building a skilled and diverse workforce. Below is a detailed account of the responsibilities

| performed, highlighting my involvement in the recruitment and selection lifecycle.

4.1.1 Assisting in Job Posting and Advertisement

One of my primary responsibilities was to assist in the initial stages of recruitment by ensuring job

vacancies were effectively communicated to potential candidates.

o Drafting Job Descriptions: Collaborated with the HR team to create clear and concise job

descriptions, outlining responsibilities, qualifications, and skills required for various roles.

e Posting on Platforms: Published job advertisements on multiple platforms, including

online job portals, social media channels, and the company website.

o Targeted Outreach: Assisted in identifying platforms to attract specific talent pools, such

as journalism-focused forums for editorial roles.

4.1.2 Screening Resumes and Applications

| was actively involved in the shortlisting process, which is a crucial step in identifying suitable

candidates.

e Application Review: Reviewed resumes to assess candidates' qualifications, work

experience, and alignment with job requirements.

o Database Management: Maintained an organized record of applications received,

categorizing them by department and role.

o Initial Shortlisting: Highlighted promising candidates based on predefined criteria,

preparing them for further evaluation.
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4.1.3 Coordinating the Selection Process
Facilitating the selection process required attention to detail and effective communication.

e Scheduling Interviews: Coordinated interview schedules between candidates and panel

members, ensuring timely communication.

e Test Administration: Assisted in conducting written and practical tests for editorial and

administrative positions, ensuring a smooth evaluation process.

« Candidate Communication: Served as a point of contact for candidates, answering their

queries and providing updates about the recruitment process.

4.1.4 Supporting Interview Processes

During interviews, | provided logistical and operational support to ensure the process ran

seamlessly.

e Interview Panel Preparation: Prepared interview materials, including candidate profiles,

evaluation sheets, and test results, for panel members.

e Interview Observations: Observed interviews to understand evaluation techniques, taking

notes on candidates’ performance for post-interview discussions.

o Feedback Collection: Gathered and documented feedback from interviewers to assist in

making informed hiring decisions.

4.1.5 Conducting Background Checks

To ensure the integrity of hires, | participated in the verification of candidates' credentials.

o Reference Verification: Contacted references provided by candidates to validate their

professional experiences.

o Document Review: Checked submitted documents, such as educational certificates and

work records, for accuracy and authenticity.
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4.1.6 Supporting Onboarding Activities

Post-selection, 1 assisted in integrating new hires into the organization.

o Offer Letter Preparation: Helped draft offer letters and employment contracts under the

guidance of HR personnel.

« Orientation Assistance: Participated in organizing orientation sessions, introducing new

employees to company policies, culture, and team structures.

e Documentation: Ensured all necessary employee documentation, including signed

contracts and personal information forms, was collected and properly filed.

4.1.7 Maintaining Recruitment Records

Effective record-keeping is vital for tracking recruitment activities and making data-driven

decisions.

« Database Updates: Updated the recruitment tracker with information about candidates'

status at each stage of the process.

e Report Preparation: Assisted in preparing monthly recruitment reports, summarizing key
metrics such as applications received, candidates shortlisted, and positions filled.

e Archiving: Organized and archived recruitment files for future reference and compliance

purposes.

4.1.8 Improving the Recruitment Process

As part of the HR team, | contributed ideas to enhance the efficiency and effectiveness of

recruitment practices.

o Feedback Analysis: Collected feedback from candidates about their experience during the

recruitment process and shared insights with the HR team.

e Process Documentation: Helped document standard operating procedures (SOPs) for

recruitment, ensuring consistency in future hiring activities.

e Market Research: Conducted research on industry trends and best practices in recruitment

to provide suggestions for improvement.
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Chapter: Five

Analysis of the Study
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5.1 Recruitment sources of Protidiner Bangladesh (PB)

Protidiner Bangladesh usually uses two types of recruitment sources- internal source and external

Source.

5.1.1 Internal source:

Initially, representatives can be enrolled from the inside source. The board is normally wanted to
enrol known and experienced workers from inside the association. In the accompanying ways PB
enrolment from the inner source may occur with the endorsement of the Top-Level Management.

This can be happed by following ways:

a) Promotion

b) Upgradation
c) Transfer

d) Temporary task
e) Additional task

5.1.2 External source:

There are also some external sources of human resources recruitment uses by PB. These are as

follows:

a) Advertisement in the Daily Newspaper
b) Employee agencies (Public agencies, Private employment agencies)
c) Professional organizations (Account associations, Labor unions, Management associations)

5.2 The recruitment process for internal and external candidates

This report centres around enlisting and choosing people for work in an association. Enlistment is
the way toward recognizing and drawing in a gathering of potential applicants from inside and
outside the association to assess for business. When these hopefuls are distinguished, the way
toward choosing fitting workers for business can start. This implies gathering, estimating, and
assessing data about competitors' capabilities for determined positions. Associations utilize these
practices to improve the probability of employing people who have the correct aptitudes and

capacities to be effective in the objective occupation.

PB chooses whether it will enrol inside or remotely or both. Potential favourable circumstances of

interior enrolment over outside are —
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All data on current workers can be accessible.
Selection less expensive.

Positions topped off quicker.

N

Candidates officially acquainted with association standards and so on., which spares time
and costs for acceptance.

5. Internal advancement can be help flagging that great execution are remunerated.
Outside enrolment can likewise offer a few points of interest —

1. Import new thoughts.

2. Reduce representative preparing and improvement, especially, on the off chance that they
have been prepared somewhere else.

3. Hiring untouchables can show a difference in business standpoint.

4. Internal individual may not be accessible.

Inward refrains outside enrolment choice are particularly essential for administrative procuring.

Cross-treatment of aptitudes among inside and outside info is vital for authoritative development.

As a rule, outer hopefuls were chosen more regularly than inside competitors. Outer competitors

now and again bring abilities that cannot be found inside the association's presentworkforce.

5.3 Finding Candidates from Internal Source

An examination of staff records uncovers representatives who working in employments beneath
their instructive or aptitude levels. It might likewise uncover who have potential for further
preparing or who as of now have the correct foundation for the open occupation. Electronic records
frameworks can help guarantee that association can think about qualified inside contender for the
opening. Rehiring previous representatives is one of the types of finding inside competitor. Be that
as it may, it has its upsides and downsides. On the in addition to side, previous representatives are
known amounts (pretty much) and are now comfortable with the organization's way of life, style,
and methods for getting things done. Then again representatives who were given up may come back
with not exactly inspirational mentalities and contracting previous workers who left for greener
fields once again into better positions may flag current representatives that the best approach to
excel is to leave the firm. Anticipating the accessibility of inside official hopefuls is especially vital
progression arranging. Progression arranging is extraordinary compared to other shape finding

inward applicants. Progression arranging involves three stages recognizing and investigating key
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occupations, making, and evaluating hopefuls and choosing the individuals who will fill the key
positions. In the first place, considering association's vital objectives, top administration and HR
Identify what the organization's future key position needs will be and figure sets of responsibilities
and detail for them. After recognizing future key position needs, the executives swing to the activity
of crating and surveying contender for these employments. PBcan't generally get all representatives

they require from their present staff and at times they simply would prefer not to.

5.4 Finding candidates from external source

Outside enrolment could be through representative referral programs, walk-ins, verbal, business
offices, head chasing, work authorities, brief help offices, exchange affiliations, contract offices,
schools and universities, and utilizing Information Technology, distributing in expert diaries and so
forth. The most widely recognized strategies utilized are radio, TV and paper. Head chasing is one
method for seeking exceptionally qualified senior directors through casual meeting process. The
strategy is helpful to bring potential people who are very much put in various associations who
regularly don't make a difference in light of formal ads. Notices must be finished showing
capability, abilities, skills and other pertinent data. It ought to likewise incorporate a short
employment rundown, nature of occupation and place of posting, pay bundles and expert references
if necessary. Screen application is the one of the imperative things to enrolment and choosing
applicants from outer sources. Screening of uses might be founded on subjective or quantitative
short posting. It is troublesome employment the same number of candidates misrepresented their
aptitudes and skills in CVs. It is seen that almost 30 percent of utilizations contain false data. In the
"Comments" segment of the agenda for CVs, the purposes behind choosing or not choosing of uses
may plainly be expressed. Screening criteria might be characterized with reference to explicit
occupation prerequisites. Often, aorganization makes short posting, ideally from various units and
HRM Department. Administration records ought to be counselled before short posting inner
applicants. While screening hopefuls, thought might be given for sex/assorted variety balance in the
association. The screening procedure might be led as per benchmark (required aptitudes,
capabilities, instruction, and encounters) for each position. Nonetheless, a few however not all
aptitudes must be gotten to through perception or recreation or down to earth test. In the wake of
screening of uses, tests might be directed relying upon need of the positions. All competitors ought
to get a short set of working responsibilities for the position connected for alongside the meeting

notice.
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5.5 Test & Selection Procedure:

There many tests and selection procedure to select best candidate from large number of applicants.
These are-

5.5.1 Written test:

The most widely recognized and essential technique to evaluate candidate's capacity is through
composed tests. HRM Department may code composed tests contents to avoid subjectivity amid
looking at the papers. This is increasingly imperative when inside and outside applicants sit for a
similar test. HRM office must set inquiries by taking contributions from meeting board. Questions
should set pertinent to the situations alongside general inquiries. Last inquiry ought to get ready and
work out by believed individual and make duplicate just before test. Least two people from various
units including the line chief to guarantee reasonableness ought to look at the appropriate response
contents. Clearly, the kind of inquiries will rely upon the dimension of position. For the most part,
questions ought to be on centre business, on the board related issues and occupation points of

interest.

5.5.2 Work Simulations

In work reenactments, a candidate finishes verbal or physical exercises that imitate genuine work.
These systems have a high level of legitimacy, as they are hard to counterfeit. To be powerful, work
reenactments must be explicit to work; subsequently, exorbitant to create. Model could be to

request that the hopeful lead a gathering in a participatory way or connect with client or recipients.

5.5.3 Assessment focuses

Appraisal focuses work from straightforward work reenactments utilizing situational tests or
activities with the goal that explicit practices of the hopefuls can be watched and scored via
prepared evaluators. Evaluation focuses are particularly fitting for complex properties and
capacities that are exceptional in that they consolidate a few unique kinds of choice devices into
one gadget. They have been utilized for quite a while as administrative improvement apparatuses,
yet their prominence as a determination gadget has developed lately. An imperative thought in
evaluation focuses as determination gadgets is that, to be viable, an appraisal focus should
explicitly fit the activity for which it is expected; hence, it very well may be very exorbitant to

Create.
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5.5.4 Practical test/demonstration
A commonsense test/showing ought to be masterminded a few positions like drivers, professionals,

circuit tester and so on. It is smarter to test their capacity through doling outdown to earth tests.

Their assessment criteria are how well they play out their capacities for which they are required.

5.5.5 Interview/Vive Voce

Prospective employee meeting is the most widely recognized gadget to choose perfect individual. If
a test is managed, all applicants both inside and outside should step through a similar exam under
indistinguishable conditions. Viva meets commonly happen after composed tests or activities. The
viva could be on an individual premise (balanced with every individual from the meeting board) or
with a board (one meeting before all individuals from the board). In either case, the meeting board
ought to build up a lot of inquiries with scoring criteria just before the meeting. Inquiries questions
should concentrate on regions important to the activity, including speculative situations and
questions with respect to required skills. Similar inquiries ought to be asked to all applicants,
however the board may make extra inquiries to test for more data with respect to answers where
this appears to be legitimized. This is progressively applicable if the competitor seems promising.
No inquiry might be asked of an individual sort that does not identify with employment
prerequisites. No contemplations ought to be given on applicant's sexual orientation, religion,
culture, physical disable, age and so forth except if such angle is specifically identified with
necessities of the activity. Be that as it may, some preferred standpoint might be given to ladies’
competitors if every single other capability is equivalent and Organizations willing to expand

female faculty.

The meeting board/board ought to assess the exhibitions through a reviewing framework for each
inquiry. Based on evaluation got in the tests and the emotional judgment, the board ought to set up

an advocating note of suggestion for conclusive determination.

5.5.6Reference Check

HRM office should lead reference check for all at last chosen competitors and based on positive
criticism from the officials, the arrangement ought to be given. Refs might be reached through
email, phone for formal letters. A compulsory reference check with the representative's last

manager is important to assemble trustworthiness and execution related data.
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5.5.7 Medical tests
All at last prescribed applicants ought to experience some fundamental obsessive/physical tests to

guarantee that the chose individual is physically and rationally fit for business and does not convey
any destructive infections. After formalization of determination; chose applicant must be given an
arrangement letter referencing every single significant term andconditions including compensation

and different support agreement.

5.6 Requirements for the posts
The prerequisites for the posts are as following:

1. Nationality: No individual will be named to any post in the administration of the bank
except if he is a subject of Bangladesh. Given that the board may in unique cases, defer this
condition subject to satisfaction of different conditions with respect to work of remote
nationals in Bangladesh.

2. Age: Minimum 18 years if there should be an occurrence of MCG/SG/Plumber/Driver GR-
Il and counterparts (all sub staff), 22 years in the event of Probationary Officer &Asset.
Officers and greatest 30years for every single direct enroll. In parallel section grades
greatest age limit will be not surpassing 50 years. Unwinding of age lies with Board as it
were.

3. Physical Fitness: No individual will be delegated in the administration except if he/she is
announced physically fit by the enrolled restorative officer (MBBS) or some other

therapeutic specialist indicated by the bank for this benefit

5.7 Method of Appointment

Arrangement to the posts of officers and different representatives will be made by direct enlistment
or by advancement according to advancement criteria gave that where reasonable applicants are not
accessible in sufficient number for the presents on be filled by the advancement might be filled by

direct enrolment.

5.8 Qualifications for recruitment

5.8.1 General Qualifications for All Roles

Regardless of the specific position, candidates must meet some general qualifications:
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> Education:

e A minimum of a Bachelor’s degree is required, preferably in relevant fields such as
Journalism, Mass Communication, English, or Political Science.

e Candidates with degrees in Business Administration, IT, or Graphic Design may be
considered for non-editorial or technical roles.

> Language Proficiency:
e Strong command of Bangla and English, both written and spoken, is essential.

e Proficiency in Bangla typing (using Unicode or Bijoy) is often required for editorial
and reporting roles.

> Basic Technical Skills:
e Familiarity with Microsoft Office Suite (Word, Excel, PowerPoint).

e Knowledge of digital tools, social media platforms, and content management
systems (CMS).

> Adaptability:
e Ability to work in a fast-paced, high-pressure environment and meet tight deadlines.

e Willingness to work irregular hours, especially for field reporting or breaking news
coverage.

> Soft Skills:
e Strong interpersonal and communication skills.
e Analytical thinking and problem-solving abilities.

e Teamwork and a collaborative attitude.

5.8.2 Qualifications for Editorial Roles

a) Reporters and Journalists
> Educational Background:
e Bachelor’s degree in Journalism, Mass Communication, or a related field.
e Post-graduate degrees or diplomas in journalism are an added advantage.
> Experience:

e Entry-level roles may require 0-2 years of experience in journalism or content
creation.

e Mid-level positions demand 3-5 years of reporting experience, preferably in a
newspaper or media house.
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> Key Skills:
e Strong research and investigative abilities.
e Exceptional writing and editing skills with an understanding of news formatting.

e Knowledge of media laws, ethics, and copyright regulations in Bangladesh.

b) Editors and Sub-Editors
> Educational Background:
e A Master’s degree in Journalism, English, or a related field is often preferred.
> Experience:

e At least 5-7 years of editorial experience, with proven leadership in managing a
newsroom or publication.

> Key SKills:
e Advanced editing skills, including grammar, syntax, and headline writing.
e Ability to manage teams and oversee the content pipeline.

e Strong decision-making skills for prioritizing stories and ensuring editorial integrity.

5.8.3 Qualifications for Design and Multimedia Roles

a) Graphic Designers
> Educational Background:
e Bachelor’s degree in Fine Arts, Graphic Design, or a related discipline.
> Technical Skills:
e Proficiency in design software such as Adobe Photoshop, Illustrator, and InDesign.
e Knowledge of layout and typography principles for print and digital media.
> Portfolio:

e Aportfolio showcasing creative design work is mandatory.

b) Video Editors and Multimedia Specialists

> Educational Background:
e Adiploma or degree in Film Studies, Multimedia, or Communication is preferred.

> Experience and Skills:
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e Experience in video editing software like Adobe Premiere Pro, Final Cut Pro, or
DaVinci Resolve.

e Knowledge of storytelling and scriptwriting for visual media.

5.8.4 Qualifications for Digital Media Roles
Digital media has become integral to newspapers in Bangladesh, and Protidiner Bangladesh
actively recruits for these roles:

a) Social Media Managers
> Educational Background:
e Bachelor’s degree in Marketing, Communications, or Digital Media.
> EXxperience:

e 1-3 years of experience in social media management, preferably in a media
organization.

> Skills:
e Knowledge of social media algorithms, analytics tools, and content trends.

e Creativity in crafting engaging posts and campaigns.

b) SEO Specialists
> Educational Background:
e Bachelor’s degree in Computer Science, Marketing, or Journalism.
» Technical Skills:

e Expertise in keyword research, Google Analytics, and SEO tools like SEMrush or
Ahrefs.

e Understanding of content optimization for search engines.

5.8.5 Qualifications for Administrative and HR Roles
a) HR Executives

> Educational Background:

e Bachelor’s or Master’s degree in Human Resource Management, Business
Administration, or a related field.

> EXxperience:

e 2-4 years of experience in HR roles, with exposure to recruitment, payroll, and
employee relations.

> Skills:
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e Proficiency in HR software and tools, such as ERP systems.
e Strong organizational and people management skills.
b) Administrative Officers
> Educational Background:

e Bachelor’s degree in Business Administration, Public Administration, or a relevant
field.

> Skills:
e Effective multitasking and time management abilities.

e Familiarity with office equipment, tools, and management software.

5.8.6 Qualifications for IT and Technical Support Roles

a) I'T Specialists
> Educational Background:

e Bachelor’s degree in Computer Science, Information Technology, or a related
discipline.

» Technical Skills:

e Proficiency in network management, database administration, and website
maintenance.

e Experience in troubleshooting hardware and software issues.

b) Web Developers
> Educational Background:
e Bachelor’s degree in Computer Science or Software Engineering.
> Skills:
e Expertise in programming languages like HTML, CSS, JavaScript, and PHP.

¢ Knowledge of CMS platforms such as WordPress or Drupal.
5.9 Commencement of Service

Consistently on which a worker reports for obligation at the place and time implied to him/her by
the Competent Authority if he/she reports before twelve. The administrationwill initiate from the

working and from the following working day if he/she reports toward the evening.
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5.10 Agreements

Each worker, selected at either section or sidelong dimension, will be required to outfit a surety
security executed by him/herself alongside two other decent identities of methods and standing
adequate to the organization as sureties on a non-legal stamp of the essential incentive such that the

officeholder will serve the organization for a base time of 2 (Two) years.

5.11 Confirmation

The confirmation process at Protidiner Bangladesh ensures the selected candidate is validated and
prepared for their role through a series of structured steps. After finalizing the selection, the HR
team communicates the decision to the candidate with an official offer letter, outlining job
responsibilities, salary, and terms. Upon acceptance, the candidate undergoes document
verification, reference checks, and, if required, medical tests. Once these pre-employment
formalities are completed, the candidate receives a confirmation letter and joins the organization.
For roles with probation periods, performance is closely monitored, followed by a formal review to
grant permanent employment. Throughout the process, transparency, compliance with legal

standards, and a positive candidate experience are prioritized.

5.12 Example of Recruitment Advertisement
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Chapter: Six

Findings of the Study
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6.1 Findings:Recruitment and Selection at Protidiner Bangladesh

The major findings in the recruitment and selection procedure of Protidiner Bangladesh that are

justified in my view are:
6.1.1 Limited Talent Pool for Specialized Roles
« Challenges in attracting qualified candidates for highly specialized roles (e.g., senior editors
or experienced investigative journalists).
6.1.2 High Turnover in Junior Roles
« High turnover rate, particularly for junior editorial positions, indicating possible issues with
job satisfaction or career development opportunities.
6.1.3 Lack of Focused Recruitment for Fresh Talent
o Limited targeted recruitment strategies, such as partnerships with journalism schools or
offering internships, to attract fresh graduates.

6.1.4 Inconsistent Candidate Experience During Interviews

e \ariability in the candidate experience during the interview process, leading to some
candidates feeling less valued or unsure of their application status.
6.1.5 Inadequate Retention Programs
e While there are competitive salaries, there is a lack of robust retention programs or
employee engagement initiatives to maintain long-term staff.
6.1.6 Underutilization of Social Media for Recruitment
e Reliance on traditional recruitment methods rather than leveraging social media and digital

platforms to attract a broader talent pool.

6.1.7 Limited Diversity in Candidate Pool
e Although efforts are made for inclusivity, there could be more proactive steps in

diversifying the applicant pool, especially in editorial roles.
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6.1.8 Inefficiencies in the Recruitment Process

e The process can sometimes be slow, leading to a delay in hiring, especially when there is a

high demand for positions to be filled quickly.

6.1.9 Lack of Post-Hire Support

e Limited follow-up or support for new employees after their induction, which could help

improve long-term integration and satisfaction.
6.1.10 No Clear Career Development Path
e Lack of a structured career development plan for employees, which can lead to

dissatisfaction and a lack of motivation to stay long-term.

These findings point out areas where the recruitment and selection process at Protidiner Bangladesh
may need refinement to attract and retain top talent, improve efficiency, and enhance overall

organizational growth.
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7.1 Recommendations

Checking policy: During the selection process, while interviewing and written exam the
authority can check the candidate whether he/she is the same person of the picture provided

in the application.

Vacancy fills up: Instead of filling the vacant position with the outside candidates,
company can fill it up with the employees within the organization by determining
performance.

Importance of internal search: Protidiner Bangladesh (PB) always emphasize on external
search during recruitment. Therefore, they can develop their own employees with more
training so that they can directly go for internal search. For the internal announcement and
passing information PB can introduce a internal communication network which will give
more opportunities to the existing candidates. They can make a dashboard in the
communication site where all the new opportunities will be placed and employees could
directly apply for the new scope.

Background Check: HR department should start a system of background check of the new
potential employees. All the information should be verified by investigating at the previous
work place. A strict check should be done to ensure that the candidate does not have any
criminal records, checking credit references and other verifications are must to be done by
IBBL.

Job Fair: Besides internal recruitment, PB should participate in different job fairs for direct
recruitment. They can participate in career fairs which will give them more exposure as well
to get clients. IBBL can introduce a new program for the fresher where they can do direct
recruitment from different universities interested to build career in finance and banking
background.

Conduct Regular Recruitment Audits: Periodically audit the recruitment and selection
process to identify inefficiencies, biases, or gaps, and refine strategies to ensure that the
process remains aligned with the organization’s evolving needs.

Promote Diversity and Inclusion More Proactively: Increase efforts in actively seeking
diverse candidates, especially in editorial roles, by targeting underrepresented groups and

using inclusive language in job postings.
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7.2 Conclusion

Concededly, this internship at Protidiner Bangladesh offered valuable insights into the
organization’s recruitment and selection practices, showcasing both the strengths and areas that
could benefit from improvement. The company follows a structured recruitment process with clear
steps, from job postings to candidate evaluations, ensuring that they select highly qualified
individuals for editorial and non-editorial roles. However, challenges remain, particularly in
attracting highly specialized talent for senior editorial positions, where competition in the market is
high. Additionally, the organization faces high turnover in junior roles, such as entry-level editorial
positions, which could be indicative of a lack of sufficient career development opportunities or
engagement initiatives. While Protidiner Bangladesh has made efforts in promoting diversity and
inclusion, there is room to further enhance the outreach to a more diverse pool of candidates,
particularly in editorial departments. The onboarding process, although efficient, could be
strengthened by providing more post-hire support and clearer career progression pathways for new
employees. Furthermore, there is an opportunity to leverage technology and social media more
effectively to streamline the recruitment process and expand the candidate pool. To address these
challenges, the report recommends improvements such as more targeted talent sourcing, enhancing
employee retention programs, refining the candidate experience during interviews, and developing
a comprehensive career development framework. By implementing these recommendations,
Protidiner Bangladesh can improve its recruitment practices, reduce turnover, and ensure that it
attracts and retains top talent, which will ultimately contribute to the growth and success of the

organization in the highly competitive media industry.
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