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Executive Summary 
 

 

As a part of academic requirement and completion of Bachelor of Business Administration (BBA) 

Program, I have been assigned to complete the internship report on Recruitment and Selection 

Process in Bangladesh: “A Case Study on “Pepperoni ltd, Bangladesh” under supervisor of Md. 

Rasel Hawlader. Lecturer, Department of Business Administration, Sonargaon University (SU), 

Dhaka. As usual, primary data and secondary data were used to prepare this report. Primary data 

collected from my day to day activities, observation, interviewing for employees and practical 

working experience. Secondary data are collected by Organizational Employees, Local policy, 

Hand book, Website, and relevant books. I tried to minimize partiality and produce and unbiased 

report. “Human Resource Management” is a portion of Human Resource e Process, as such I have 

selected this topic to make it clear. I have divided this report in some sub sections. As an 

Administrative Officer (HR) in an International Non-Government Organization (INGO) “Pepperoni 

ltd in Bangladesh” I have tried to go through their Human Resource E Management process to 

employee selection and requirement process within me tenure of last five years. The report starts 

with a general introduction of Pepperoni ltd and then include the Introduction of the organization 

as well as origin of the report, statement of research problem, Objective of the report. The Mission 

and Vision of Pepperoni ltd) are also discussed in the report. After that I tried to focus a light on the 

HR structure of Pepperoni ltd) all the function of HR department are briefly described here. After 

that I continue on the main focus of the report “Human Resource Management Practices in 

Bangladesh: “A Case Study on Pepperoni (ltd), Bangladesh”. After completion of this report, it 

can easily be said that efficient, competent and active part in Human Resource E Management 

practices take a company to the peak of the success. I have conducted my internship in this 

organization in the Human Resource Department. During my whole internship tenure, I have 

worked in several sectors of Human Resource Department of the Organization. At the same time, I 

had to keep a good link with the organization’s HQ. The Human Resource e Department of the 

organization is the most crucial department. As an intern I didn’t get the chance to work in every 

sector very deeply but I had my contribution on the Administration and HR Department. However, 

recent are creating a barrier over all the world by COVID 19. Now official activities are not working 

smoothly because of covid-19. As a result, the organization’s HR department has taken steps to 

tackle this problem as per GOB health advice. 



7 | P a g e  

 

Table of Contents 
 
 

Steps Name of Contents Page No. 

 Cover page 01 

 Letter of Transmittal 02 

 Letter of Authorization 03 

 Student’s Declaration 04 

 Acknowledgement 05 

 Executive Summary 06 

 Table of Contents 07 

 Chapter-1: Introduction 09 

1.1 Introduction 10 

1.2 Objectives of the Study 11 

1.3 Methodology of the Study 11 

1.3.1 Pepperoni ltd of Data 12 

1.4 Limitations of the Study 12 

 Chapter-2: Profile of the Organization 13 

2.1 Organizational Overview 14 

2.2 History of Pepperoni 15 

2.3 Awards and Accolades 16 

2.4 Current Business Location of Pepperoni 17 

2.5 International Operations Background of Pepperoni 17 

2.6 Operations in Bangladesh Under Fair Group 17 

2.7   Types of Restaurants & Current Location in Bangladesh 17 

2.8 Leadership of Team 18 

2.9 The talent behind the reputation 20 

 Chapter-3: Literature Review 21 

3.1 Theoretical Analysis of Selection and Recruitment Process 22 

3.1.1 Importance of Selection Process 22 

3.1.2 Recruitment & Selection Process 22 

3.1.3 Recruitment Strategy 23 

3.1.4 Seven Stages of Recruitment 23 

3.1.5 Seven (7) Stages of Recruitment 23 

3.1.6 Main Principles of Recruitment 24 

3.2 Various Types of Recruitment Process 24 

3.3 Successful Recruitment Strategies 24 

3.4 Complete Recruitment Life Cycle 25 

3.5 HR Basics of Seven Functions 25 

 

 

 

 

 

 

 

 



8 | P a g e  

 

Steps Name of Contents Page No. 

3.6 HR Role of Recruitment and Selection 25 

3.7 Important Selection Process for HRM 25 

3.8 Role of HR Recruiter 25 

3.8.1 Seven Qualities of HR Recruiter 26 

3.8.2 Seven Skills Needed for Recruitment 26 

 Chapter-4: Analysis of the Study 27 

4.1 Recruitment and Selection Process of PEPPERONI 28 

4.1.1 Direct Recruitment 28 

4.1.2 Sourcing Candidates 28 

4.1.3 Interview Form 29 

4.1.4 Reviewing & Tracking Applicants 31 

4.1.5 Preliminary Phone for Interview 31 

4.1.6 Preparing for Ideal Candidate 31 

4.1.7 Pepperoni and Attracting Talent 31 

4.2 Converting Applicants 32 

4.2.1 Selecting and Screening Candidates 32 

4.2.2 The Interview Process 32 

4.2.3 Reference Check 33 

4.2.4 Onboarding 33 

4.2.5 Face-To-Face Interview and Selection 33 

4.3 Purpose of Selection 33 

4.3.1 Primary Purpose of the Selection Process 34 

4.3.2 Selection Process 34 

4.3.3 Final Selection Process  

 

         a)MALAYSIA HQ Contractor Employee Biographical Data 

Form 34 

  b) Communication with HQ during the Hiring Process 34 

 c) Setting Salaries 35 

4.4 Extending an Employment Offer 35 

4.5 Document Collect From the Candidates 36 

4.6 Considerations 43 

 Chapter-5: Findings 44 

5.1. Findings 45 

 Chapter-6: Recommendations & Conclusion 46 

6.1 Recommendations 47 

6.2 Conclusion 47 

 References 48 

 

 
 
 
 
 
 
 
 
 
 
 



9 | P a g e  

 

 

 

 

Chapter-1 
 
 
 
 

 

Introduction 

 



10 | P a g e  

 

1.1 Introduction 
 
I have done my major in Human Resource Management (HRM) from Sonargaon University (SU). 

I have completed 18 months of theoretical part of BBA. Now the rest of practical part, I have 

completed from Pepperoni ltd, Bangladesh in HR Department. This practical part will be 

evaluated by my Honorable Academic Supervisor. For that reason, I have prepared this report on 

the basis of my practical experience and submitted to my supervisor. 
 
The topic of the report is Human Resource Management Practices in Bangladesh: “A Case Study 

on Recruitment and Selection Process of Pepperoni ltd, Bangladesh”. As a part of my 

internship for my BBA program.  

 

Human Resource Planning and Manpower Planning & Policy helps determine the number and 

type of people an organization needs. Recruitment follows Human Resource is planning and goes 

hand in hand with the selection process by which organizations evaluate the suitability of the 

prospective Candidates for the job. Job analysis and job design specifies the tasks and duties of 

jobs and the qualifications expected from prospective job holders. 
 
The next logical step is to select the right number of people the right type to fill the jobs. 

Selection involves two broad groups of activities: 

 
(i) Recruitment; and 

(ii) Selection. 

 

Recruitment is the process of finding and attracting capable applicants for employment. Whereas 

Selection is the process of picking individuals (out of the pool of job applicants) with requisite 

qualifications and competence to fill jobs in the organization. 
 
This is the service-oriented organization, whether it is, the ultimate aim is to achieve organizational 

goal. This achievement can only be possible through skillful and effective management of 

manpower. Selection is a key component in the acquisition of Human Resource. Without a reliable 

and corrective selection mechanism, a business can never flourish, especially in the present world 

of market economy, which is fiercely competitive. Usually after successful completion of 

recruitment, selection and introduction process the new employee must be developed to better fit 

the job and the organization. 
 
Human Resource E Management is under Administrative Department. Through definite and 

systematic recruitment and selection procedure select & trains up its manpower for achieving its 

ultimate goal. This study is important because we may find out what are the methods of Pepperoni 

ltd can adopt for recruitment and selection and some recommendations for their better effect in 

future. 
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1.2 Objectives of the Study 
 
The main objective of this report is to have an assessment about overall activities of HRM 

Recruitment and Selection Process of PEPPERONI LTD and its impact. In wider perspective I have also 

tried to learn all the activities FAIR GROUP BD., (PEPPERONI LTD) in Bangladesh. 
 

Specific Objectives 
 

Understand the HR operations of PEPPERONI LTD in Bangladesh.  
Understand how basic functions of HR activities of PEPPERONI LTD   
To achieve the main objective this study highlights some specific objectives that can be the 

following manner: 
 

 To focus on theoretical knowledge in the field of Human Research Pepperoni ltd 

Management (HRM);

 To analyze Human Research Pepperoni ltd e Practices and examine the recruitment and 

selection procedure of PEPPERONI LTD  in Bangladesh;

 To assess and evaluate the existing recruitment and selection procedure of PEPPERONI 

LTD  with the standard;

 To find out the shortcoming of existing recruitment and selection procedure of 
PEPPERONI LTD ; and

 To summarize the recommendations of existing Recruitment and Selection Procedure of 

PEPPERONI LTD in Bangladesh.
 

1.3 Methodology of the Study 
 
To make this report meaningful and presentable, I used primary and secondary research base. Most 

of the data came from my critical observation. Primary data came from my practical on job 

experience, observation, and unstructured interview. On the other hand, secondary data has been 

collected from internet, different journals, and regular reporting. 
 
Methodology refers to the systematic method consisting of pronouncing the problem, expressing theory, 

and collecting the facts or data, analyzing the facts and reaching certain conclusions either in the form of 

solutions towards the concerned problem or in certain generalizations for some theoretical formulation. It 

includes the process of gathering, recording and analyzing critical and relevant facts about any problem in 

any branch of human activity. 
 
It refers to critical searches into study and investigation of problem/proposed course of action/hypo 

internship or a theory. The study requires a systematic procedure from selection of the topic to preparation 

of the final report. 
 
Data was collected through previous documents, archival records and highly dependent on 

observation. Main so Pepperoni ltd of data is open ended interview and observation. To find out 

the system loop hole and inefficiency I had to stay long hours with the factory and its employees. 
 
To perform of the study, the data so Pepperoni ltd were to be identified and collected, to be classified, 

analyzed, interpreted and presented in a systematic manner and key points were to be find out. The overall 

process of methodology has been given as below. 
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1.3.1 Sources of Data 
 
The data and information of this report are collected from are as below: 

 

I. Primary Pepperoni ltd  
 

The data were collected through personal interview and discussion. The interview sessions were 

conducted with some Faculty Member, Officers and other than officer of the organization. 
 

I have collected primary data from the workers, different managers. The research itself is 

mainly of qualitative research. In the qualitative part it is actually an unstructured, 

exploratory research methodology based on small samples indented to provide insight and 

understanding of the selection and recruitment department’s activity. 
 

II. Secondary Pepperoni ltd 
 

PEPPERONI LTD’s Activity Report, Job Description, Organizational Policy/Hand book, Official 

Records, Booklet, Published Materials, Training Materials, File study of Administration 

Department. 
 

1.4 Limitations of the Study 
 
I have been working at HR Department of University Research Co. (PEPPERONI LTD), I obtained whole-

hearted co-operation from employees of PEPPERONI LTD. All the day, they were so busy, but they gave 

me much time to make this report properly. I have faced the following problems that may be terms as the 

limitation of the study. 
 

The research is confined to just one organization;  
Lack of technical expertise;  
Lack of manpower and other resource Pepperoni ltd constraint;  
Sample size is very small compared to the entire population;  
Due to the limitations many aspects could not be discussed in the report.  
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2.1 Organizational Overview 
 

Company Profile 

 

 

 Type   : Private 

 Industry   : Coffee house 

 Founded   :1997; in Kuala Lumpur, Malaysia 

 Headquarters   : Kuala Lumpur, Malaysia 

 Key people   : Tan Sri Dato' Steven Sim 

 Products   : Cakes and fuisine food 

 Revenue   :RM750million 

 Owners   : Pepperoni Cakes and Café 

 Website   : www.secretrecipe.com 

 Mission   The mission of the Pepperoni cafe is to redefine the lifestyle by setting 

    the benchmark in specialty cake, fusion food and services. On the other 

    hands, the Pepperoni cafe also combats to produce the high and 

    standard quality to increase the brand value. In enhance to increase the 

    customer's satisfaction and serve premium quality products 

 
VISION 

   

 

The Pepperoni cafe strives to success to increase the brand awareness and 

good brand impression. The cafe strives to control and self-regulate on the 

food and service quality. 
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2.2 History of Pepperoni 
 
Pepperoni Cakes and Café (doing business as Pepperoni) is a Malaysian halal-certified café 

chain company established since 1997. 

 
It has international branches Singapore, Indonesia, Thailand, China, Brunei, Cambodia, Myanmar, Maldives 
and Bangladesh. 

 
It serves cakes and fusion food in a service environment as a leading and largest café chain in Malaysia with 

Halal-certification awarded by Jabatan Kemajuan Islam Malaysia (JAKIM), Pepperoni is committed to 

continue to adhere to the standards of preparation of all food and processing plant in the restaurant in 

accordance to the regulatory guidelines including HACCP and VHM guidelines. 

 

Founded in 1997, the company has registered double digit growth for the past five years. On 15 February  
2014, Fosun International, a Chinese investment company invested a total of RMB210.5 million ($30.7 million) 
in Pepperoni, thus becoming the second largest shareholder in the company. 
 

 
Since its establishment, Pepperoni has expanded to over 440 cafés throughout Asia. The company opened branches 

in Australia, but due to the high costs of starting up a franchise, the operation was ceased. Pepperoni also plans to 

enter the India and New Zealand markets in the future. 
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2.3Awards and Accolades  
 “Most Competitive Company Award 2003” 

 “Malaysia Book of Record 2003” 

 “Super brand of Malaysia 2003-2004” 

 “SMI Brand Builder of The Year Award 2004” 

 “Excellent Food Award 2004-Singapore” 

 “Product Excellence Award 2005” 

 “Most Promising Franchisor of The Year Award 2005-2006” 

 “Malaysia Best Halal Restaurant of The Year 2005” 

 “Most Promising Franchisor of the Year Award 2005” 

 “SMB Brand Building Award 2005” 

 “Best Restaurant Award 2006 –Indonesia” 

 “Golden Bull Award 2006” 

 “Enterprise 50 Award 2006” 

 “SMB Brand Building Award 2006” 

 “Best Brand Food & Beverage Cafes 2006-2007” 

 “Best Local Restaurant Chain 2006” 

 “International Franchisor of the Year 2007” 

 “Franchise of the Year 2007” 

 “Homegrown Franchise of the Year Award 2007” 

 “Best Sales Growth Award 2007” 

 “Best Brand Food & Beverage Cafe 2007” 

 “TOP TEAM 50 Enterprise Award 2007” 

 ” Best Casual Dining Restaurant of The Year 2007/2008 

  Franchisor of the Year Award 2007, by Malaysian Franchise Association 

  International Franchise of the Year 2007, by Franchising & Licensing Association     Singapore 

  Gold Global Growth Award 2010 by Malaysian Retailer- Chains Association  
  Putra Brand Awards-Special Mention: Retail-Food 2011 – by Putra Brand People’s 

Choice Awards 

  Best Cash Management Solution Malaysia 2012 - The Asset Asian Triple A Awards 

  Outstanding Entrepreneurship Award 2012 - by Asia Pacific Entrepreneurship Awards 

  Largest Café Chain – 2014” by The Malaysia Book of Records 

  Dynamic Personage of the Year” 2015 by McMillan Woods Global Awards 
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2.4 Current Business Location of Pepperoni 
 Malaysia (1997)
 Singapore (1999)
 Indonesia (2003)
 Thailand (2004)
 China (2007)
 Brunei (2009)
 Cambodia (2013)
 Myanmar (2015)
 Maldives (2016)
 Bangladesh (2017)

 

2.5 International Operations Background of Pepperoni  
Pepperoni, a lifestyle café chain has become a household name following its debut in 1997. Pepperoni 

has successfully established its brand name in Malaysia, Singapore, Indonesia, Thailand, China, 

Philippines, Maldives & Bangladesh by virtue of its fine quality cakes, fusion food and distinctive 

service. 

 
A leading and largest café chain in Malaysia, with Halal certification awarded by Jabatan Kemajuan 

Islam Malaysia (JAKIM), Pepperoni is committed to continue to adhere to the standards of preparation 

of all food in the restaurant in accordance to the regulatory guidelines. Customers can always enjoy in 

confidence from more than 20 types of fusion food, 40 cake creations and pastries, with a flavorful range 

of ice cream and beverages offered in all Pepperoni outlets. 

 

2.6 Operations in Bangladesh Under Fair Group  
Founded in 1997, Pepperoni has made its mark to become renowned for its extensive range of fine quality 

gourmet cakes. It has since evolved to become one of the fastest growing cakes and café chain in Asia 

with over 440 café outlets to date.  
Pepperoni Cakes & Café’s concept can be found in prime urban locations and shopping malls in major 

cities in countries including Malaysia, Singapore, Cambodia, Indonesia, Thailand, China, Brunei, and 

Maldives.  
Pepperoni has started its journey in Bangladesh with a soft launch on 11thof October, 2017. Fair Group, 

as the sole franchisee, has brought the chain in Bangladesh under its SBU ‘Pepperoni Limited’. 
 

2.7 Types of Restaurants & Current Location in Bangladesh  
 

In Bangladesh Pepperoni Run Three Types of Restaurants. Those are: 

1.Flagship Outlet- 1500+ Square Fit. 

2.Standard Outlet – 1000+ Square Fit 

3.Express Outlet- 500+Square Fit 
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2.8 Leadership of Team  
 
K.S.M. Mohith-ul Bari. 

Head of Business at Pepperoni,  
Pepperoni Limited, Fair Group Bangladesh. 

 

Responsibility of Business Head Pepperoni 

 

 Managing the organizations business development ensuring consistent and rapid growth in 
sales across all channels.

 Overseeing the day to day management of the business development team.
 Devising strategies for driving sales growth across the business.
 Analyzing existing approaches to the development of business and making changes where 

appropriate.
 Setting targets for new business development for the business development managers and 

executives.
 Interviewing and hiring new members of the business development team.
 Implementing new business initiatives across the new business and sales teams.
 Working closely with members of the team to generate new business within large accounts.
 identifying sales opportunities as a result of market changes.
 Setting up meetings with prospective customers to sell the company’s products and services.
 Implementing sales incentives to drive sales performance within the team.
 Acting as a key contact for large customer accounts.
 Forming strategic partnerships with other companies to leverage their existing networks.

 Setting tough but achievable revenue targets for the business development managers.












































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

 
 
Mr. Mirazul Islam  
Operations Manager at Pepperoni, 

Pepperoni Limited, Fair Group Bangladesh 

Report to: Chairman/HOB 

 

Responsibility of Operations Manager Pepperoni  
 Supervise all restaurant activities and ensure compliance to all company standards to increase all 

sales of labor costs and prepare various reports accurately and within timeframe.
 Maintain optimal level of sanitary procedures for all food handling and maintain neat and clean 

kitchen area and ensure optimal quality of all food preparation and ensure compliance to all 
standards.

 Administer performance of all service staff and schedule and evaluate all restaurant operations 
and provide training to all employees and maintain all work according to required policies and 
procedures and maintain knowledge of all food and beverage trends.

 Prepare estimates of all food and beverage costs and coordinate with corporate staff and assist to 
purchase all required supplies and place required orders for all distributors and ensure response to 
all complaints.

 Ensure compliance to all security procedures and design strategies to protect all employees and 

customers and design strategies to reduce injuries to staff and prepare various accident reports.  
Perform orientation and provide training to all new employees on restaurant processes and 

determine appropriate feedback from employees and maintain all restaurant plans


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. 
 
Abdulla Al Mamun Sohag Restaurant 
Manager at Pepperoni, Pepperoni Limited, 
Fair Group Bangladesh Report to: 
HOB/Operation Manager 

 

Responsibility of Restaurant Manager:  
 Provide training to all restaurant managers and employees and supervise all restaurant 

procedures and ensure compliance to all salad standards.
 Perform regular inspection of restaurant facilities and maintain all safety procedures and evaluate 

all everyday reports and financial statements and prepare all required reports.
 Manage all communication with general managers and employees and provide required feedback 

to all employees and assist to increase restaurant sales.
 Prepare various cost categories and maintain budget for all restaurant processes and ensure 

adherence to company guidelines and assist team member to perform all required appraisals and 
provide training to all team members and assist in certification process.

 Maintain neat and clean restaurant at all times and ensure compliance to all foodservice guideline 
and perform work according to local and federal laws of employment and maintain corrective 
actions to maintain safety for all employees.

 Evaluate all payroll for employees and maintain records of all processes according to timeframe 
and participate in all safety meetings of restaurant employees and maintain knowledge on all staff 
procedures and prepare regular reports for administrative processes.

 Monitor all staff levels and make adjustments as per requirement and manage all controllable 
expenses for all restaurants.

 Manage inventory of all food and supplies and maintain sufficient quantity of same at all times 
and perform regular interviews and hire appropriate training members for all restaurant processes.

 Evaluate all employee performance and organize various counseling sessions to ensure satisfaction 
of all employees and implement new hourly employees and ensure minimum turnover.

 Ensure compliance to all operating standards and supervise working of all shift and assistant 
managers and perform various preventative maintenance procedures on all equipment’s and 
facilities.

 

 

 

2.9 The talent behind the reputation 
 

We are dedicated to the highest standards of achievement in all areas of our business. We strive to 

consistently exceed the expectations of our customers. We exhibit a strong will to win in the marketplace 

and in every aspect of our business. The Group has plans for setting up more projects. The projects are 

already in pipeline. Foreign investors have shown keen interest in joining with us for joint ventures. The 

matter is under our active consideration and will hopefully soon mature. This will also help the nation’s 

economy growth and will create job opportunities to various professionals. 
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3.1 Theoretical Analysis of Selection and Recruitment Process 
 

3.1.1 Importance of Selection Process 
 

Selection is an important process because hiring good resources can help increase the overall 

performance of the organization. In contrast, if there is bad hire with a bad selection process, then 

the work will be affected and the cost incurred for replacing that bad resource will be high. 
 
The different stages of recruitment comprise a workflow familiar to even the most entry level 

recruiter. They include source, applicant conversion, selection process, the interview, reference 

checks, and on boarding/hire. 
 
Employers that want to attract the best and brightest need to ensure their process is running at highest 

efficiency. To do that, to break down the different recruitment stages and optimize for each. 

 

3.1.2 Recruitment & Selection Process  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Recruitment is the process of finding candidates for the vacant position and encouraging them to 

apply for it. 
 
Selection means choosing the best candidate from the pool of applicants and offering them the job.  
Recruitment is a positive process aimed at attracting more and more job seekers to apply. 

 

 

 



23 | P a g e  

 

 

3.1.3 Recruitment Strategy 
 
A strong recruitment strategy can help you attract the best talent. The market is full of talents 

and a wrong move can let you lose a suitable candidate. Building a strong and planned employer 

branding strategy can help you stand out from this competition. 

 

3.1.4 Seven Stages of Recruitment 
 

There are several options based on level of need, frequency of hiring, complexity of process. You 

can outsourcing the process to a consultant, you can hire an experienced Talent Acquisition leader, 

or just implement some basic internal structures. 
 
If you’re keen to give it a go on your own because you don’t have the budget or the hiring volume 

to support the cost of adding headcount, here are some of the things they would likely implement 

or advise you to implement.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

3.1.5 Seven (7) Stages of Recruitment 
 

Prepping for Your Ideal Candidate. ...  
Source and Attracting Talent. ...  
Converting Applicants. ...  
Selecting and Screening Candidates. ...  
The Interview Process. ...  
Reference Check. ..  
On boarding 
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3.1.6 Main Principles of Recruitment 
 
All recruiting comes down to three basic decisions 

i. Time; 

ii. Cost; and 

iii. Quality. 

 
These are the three recruiting pillars when it comes to effective recruiting and hiring. In 

most cases you cases, two of these may come easily – but the third one can be a real challenge 

for talent acquisition and recruiting teams. 
 

3.2 Various Types of Recruitment Process 
 

Direct advertising. ...  
Talent pool databases. ...  
Employee referrals. ...  
Boomerang employees. ...  
Promotions and transfers. ...  
Employment exchanges. ...  
Recruitment agencies. ... 

 
Professional organizations. 

 

3.3 Successful Recruitment Strategies 
 

Step up your job advert game.  
Get on the programmatic job advertising  
Bandwagon. Build a talent pool.  
Create an employee referral  
Program. Cater to Generation Z.  

Make internal mobility a priority.  
Get serious about your Employer Brand and EVP. 

 
Engage with passive candidates.  
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3.4 Complete Recruitment Life Cycle 

 

“Full Life Cycle Recruiting” is a term used for a complete process of recruitment. Full 

Life Cycle Recruiting encompasses 6 main recruiting stages: 
 

i. Preparing; 

ii. Source; 

iii. Screening; 
iv. Selecting; 

v. Hiring; and  
vi. On-boarding. 

 

3.5 HR Basics of Seven Functions 
 

Recruitment & selection.  
Performance management.  
Learning & development.  
Succession planning.  

Compensation and benefits.  
Human Resource Information Systems. 

 
HR data and analytic. 

 

3.6 HR Role of Recruitment and Selection 
 

HR locates the talent, then shares the best applicants (resumes, social profiles) to the hiring 

manager, allowing them to select the ones that they would like to see included in the interview 

process, and then from there HR conducts the primary screenings to make sure all skill and 

education requirements are met. 
 

3.7 Important Selection Process for HRM 
 
Selection is an important process because hiring good resources can help increase the overall 

performance of the organization. The purpose of selection is to choose the most suitable candidate, 

who can meet the requirements of the jobs in an organization, who will be a successful applicant. 

 

3.8 Role of HR Recruiter 
 

HR Recruiter responsibilities include source candidates online, updating job ads and conducting 

background checks. If you have experience with various job interview formats, including phone 

screenings and group interviews, and can help us recruit faster and more effectively, we'd like to 

meet you. 
 
A recruiter finds qualified candidates for a job opening and works to meet the demands of both 

the employer and the employee throughout the hiring process. ... Attracting and source candidates, 

pre-screening and presenting qualified job candidates to the hiring manager. 
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3.8.1 Seven Qualities of HR Recruiter 
 

1- A Great HR Recruiter is Proactive. ... 
 

2- Lead with Confidence. ...  
3- Empathy and Insight are Key. ...  
4- Exceptional Communication Skills. ...  
5- Strong HR Recruiter Is Tech Savvy. ... 

 
6- Understand Marketing. ...  
7- HR Recruiter Should be Target-Driven. 

 

3.8.2 Seven Skills Needed for Recruitment 
 

Communication skills. ...  
Marketing and sales skills. ... 

 
Motivated and persistent. ...  
Relationship-building skills. ...  
Multitasking skills. ...  
Time-management skills. ...  
IT and social media skills. 
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4.1 Recruitment and Selection Process of PEPPERONI 
 
The process of attracting a pool of candidates towards the organization for the job is called 

recruitment. As an Expert in Human Resource Pepperoni (HR) Bangladesh has enough 

knowledge in recruitment and selection process. Our HR department has the support and expertise 

of employment specialists who assist hiring managers with the procedures to ensure company 

leaders are making wise hiring decisions. There are several pieces to the recruitment and selection 

process: so Pepperoni candidates, reviewing and tracking applicants, conducting interviews and 

selection for employment. 
 
When new staff members are needed for a PEPPERONI-BD project, a Scope of Work (SOW) 

will be developed by that project’s Director and approved by the HQ in MALAYSIA. The SOW 

must include title, job description and list of duties/responsibilities, start date, end date if it is 

different from the end date of the project contract, and duty station. 
 
Vacant positions will be advertised in the National Daily News Papers and Online advertising as 

widely as possible within Bangladesh by the Finance & Administrative Manager (FAM). If 

appropriate, HQ may also place the job posting online. Applicants should be directed to send their 

curriculum vitae and a cover letter to the mentioned respective address. 
 
All CV’s will be reviewed by the Project Director, with the assistance of the FAM where 

necessary, along with the Country Director and at least three finalists will be selected. The 

selected CV’s will be reviewed by a selection committee composed of the Project Director, the 

Country Director, along with other technical staff chosen by the PEPPERONI HQ. 
 
At least three or more short listed applicants will be selected for interviews by the committee. 

Further approval may also be required by MALAYSIA HQ and will be obtained by the Technical 

Advisor or the Country Director. The committee will strive for consensus in its decisions, but 

may also decide by majority vote. 

 

4.1.1 Direct Recruitment 

 

Direct Recruitment means an appointment made otherwise than by promotion from within the 

Service or by transfer of an official already in the Service of Government of Bangladesh or any 

others Countries. There are several pieces to the recruitment and selection process are as below: 
 

4.1.2 Sourcing Candidates 

 

This is the first step in the recruitment and selection process. Pepperoni candidates means our 

employment specialist is using a variety of methods to find suitable candidates for job vacancies. 

Pepperoni can be done via online advertising on job and career sites or professional networking and 

participation in trade associations. As a top manpower recruitment agency in Bangladesh we are proud 

of PEPPERONI’s recruitment and selection process. We always use our experience and try to include 

new strategy to update our knowledge in the field of manpower Pepperoni in Bangladesh. 
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4.1.3 Interview Form 
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4.1.4 Reviewing & Tracking Applicants 
 

The next steps in the recruitment and selection process are tracking applicants and applications 

and reviewing resumes. Applicant Tracking Systems (ATS) are becoming extremely helpful to of 

job vacancies and applications for every open position. PEPPERONI’s Employment specialists 

use ATSs to review applications and resumes. Following your employment specialist applicant 

review, he can then decide which applicants he wants to interview. With some ATSs, applicants 

can track application status. 
 

 

4.1.5 Preliminary Phone for Interview 

 
Conducting a preliminary phone interview is essential for obtaining information about the applicant 

background, work history and experience. When our employment specialist conducts a preliminary 

interview, the objective is to determine whether or not the applicant has the requisite skills and 

qualifications for the job vacancy. Consistent with widely accepted human resource Pepperoni’s practices, 

“A quick initial review will reveal those applicants who obviously do not meet the minimum requirements 

for the job.” While an employment specialist may investigation further into the applicant experience and 

interpersonal skills, the purpose of this interview is to narrow the field of applicants to send for 

consideration by the hiring manager. 

 

4.1.6 Preparing for Ideal Candidate 
 
Just as important as getting applicants to your job by posting it, is getting the RIGHT candidates 

to apply. Volume without quality equals a lot of time spent on unproductive administrative work, 

and either no hire or the wrong hire. Spend some time sharpening your axe before you start 

chopping at a tree. Develop an ideal candidate profile first. Otherwise you’ll be doing what is 

called “post and pray.” 
 
This is the person who has the Knowledge, Skills, and Abilities (KSAs) to achieve the goals of 

the position. Once you define what those are, you can use that candidate profile for effective 

targeting, outreach and attraction. 
 

4.1.7 Pepperoni and Attracting Talent 
 

This stage is about being resource use and focusing on the candidate experience. Don’t frustrate 

candidates by not responding to and communicating with them, by taking too long to make a 

decision, by creating too many hoops to jump through, or by having unrealistic expectations. 

Develop a process that is efficient, communicative, standardized, and reportable by investing in a 

modern Applicant Tracking System (ATS). There are several basic low-cost ones out there to 

choose from, and you can work with one of their representatives to set it up and configure a 

workflow. At the very least you should leverage automated screening to knock out unqualified 

applicants and automated emails to communicate application status and let them know where they 

stand. You’ll also have the ability to disposition and communicate with people in bulk using pre-

written email templates.  
 
 
 
 

https://www.emissary.ai/candidate-experience-hacks-10-ways-to-impress-your-applicants/
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4.2 Converting Applicants 
 
This is the number or percentage of people that move from one step to the next. If you have a 

step that has high fallout or no fallout, you may be getting too few or too many out the back end. 

If a step has high fallout, you can re-evaluate if the step is screening out too many people 

unnecessarily. 
 
All of this process management will help ensure a quality candidate experience, which will help 

get the good candidates all the way through the process to hire. 
 
Some of the best metrics to track are the number of clicks your job postings get vs the number of 

people who apply. A good ATS will convert applicants between 30%-40% based on my 

experience. 
 

4.2.1 Selecting and Screening Candidates 
 
Additional note on position requirements (KSAs) and screening: Define your must-haves and 

your nice-to-haves. Your must-haves are the bare minimum requirements or qualifications to be 

able to perform the job. Nice-to-haves are the extra over-and-above qualifications that would be 

ideal to have. An automated pre-screen with a recruiting chat bot is a great tool that can knock 

out or disqualify all who don’t have the must-haves. If you also add the nice-to-haves in you 

prescreen, you can quickly get to your short list. 
 

4.2.2 The Interview Process 
 
Focus on efficient convenient scheduling. Speed really counts in this step. Eliminate the time and 

effort of going back and forth to coordinate phone screen or interview dates and times by using a 

calendaring app like Calendly or go a step further and purconihase an interview scheduling tool. 

You set aside blocks of time that you or your team can be available and allow candidates to self-

schedule into any of the slots that work with their schedule. It’s a good idea to offer slots 
 
 
 
 
 
 
During lunch time or outside of normal working hours to accommodate those who are currently 

employed?  
 
 
 
 
 
 
 
 
 
 

 

 

 

https://www.emissary.ai/recruiting-chatbot/
https://recruitingheadlines.com/automated-interview-scheduling-tools/
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4.2.3 Reference Check 
 

Don’t dismiss top contenders until you have an accepted offer with all conditions met and a start 

date (salary/schedule accepted, references checked, background check/drug screen complete). 

Candidates will change their mind, accept a counter-offer, or fail pre-employment testing. When 

that happens, you’ll want to have your backup candidates warm and ready to go. 
 
Keep in touch with them, even just to let them know you don’t have any updates yet, but they are 

still actively under consideration. Once you reject them, it’s harder to bring them back. 
 

4.2.4 Onboarding 
 
This area is frequently overlooked and your best opportunity for all that hard work to go to waste. 

It’s kind of like a murky grey area that is the hand off between Recruiting and Operations. If you 

don’t make sure that you have a strong on boarding program that involves training, mentor-ship, 

information, and necessary resource Pepperoni’s, you will wind up with hires that feel not 

welcomed, not trained, and in a job that is not what they were sold. 
 
I recommend digitizing all parts of on boarding especially now that most of us are working 

remotely. Let candidates receive and sign their HR paperwork electronically. They will certainly 

thank you for it. 
 
Having a recruitment process that is well thought out to meet the specific needs of your 

organization and structured in a measurable platform can help you evaluate and continually 

improve your hiring plans, and eliminate or revise non-value-added steps that eat up time and may 

eliminate good candidates needlessly. It will also ensure you cover all important steps, creating a 

standardized experience for all candidates, and reducing the opportunity for bias.  
 

 

 

 

4.2.5 Face-To-Face Interview and Selection 
 
In this stage of the recruitment and selection process, the hiring manager reviews the applications 

and resumes the employment specialist forwarded to his/her. The hiring manager invites the 

applicant to interview face-to-face; communication about the interview and scheduling is 

generally handled by the employment specialist. This ensures that all qualified applicants receive 

the same information. At times, the employment specialist will prepare the applicant for the face-

to-face interview. After the hiring manager interviews the applicant, he/she further narrows the 

field of candidates from which to select for the job opening. 
 

4.3 Purpose of Selection 
 
Selection is the process of picking individuals who have relevant qualifications to fill jobs in an 

organization. The basic purpose is to choose the individual who can most successfully perform 

the job, from the pool of qualified candidates. 

 

 

   

 

https://www.emissary.ai/texting-for-hr/
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4.3.1 Primary Purpose of the Selection Process 
 
The purpose of selection process is to pick up the most suitable candidate who would meet the 

requirements of the job in an organization best, to find out which job applicant will be successful, 

if hired. 
 

4.3.2 Selection Process 
 

The selection process can be defined as the process of selection and shortlisting of the right 

candidates with the necessary qualifications and skill set to fill the vacancies in an organization. 

The selection process varies from organization to organization, company to company and even 

amongst departments of the same company. 
 
Once the hiring manager decides which candidate is most suitable for the job vacancy, time to 

inform the candidate of pre-employment matters, such as background inquiries, drug tests and, 

if applicable, licensing information? 
 
When recruiting for positions where you negotiate the terms of employment, compensation and 

benefits, and other issues, a draft employment offer may change hands from the candidate to the 

employer until the parties reach an agreement. An employment offer should always be in writing 

to document the terms of your agreement with your prospective employee. 
 
 

4.3.3 Final Selection Process 
 

a) MALAYSIA HQ Contractor Employee Biographical Data Form 
 
All existing and new employees must complete a Malaysia Government Bio-data Form. The 

employees contact information must be current and the education and employment details 

complete with all dates and salary information. The Bio-data Form will be checked by the FAM 

and the HQ Project Coordinator. All Bio-data Forms must be signed by the employee and a HQ 

representative. Salary approval cannot be requested without a completed Bio-data Form. 

 

b) Communication with HQ during the Hiring Process 
 
The Country Director will take the following steps for all hiring for all PEPPERONI-BD 

projects: 
 
As soon as it is decided that a new/vacant position needs to be filled, he/she will send the HQ 

Project Coordinator the position title and description (scope of work) and an estimate of the 

salary needed, so he/she can add it to the project operating budget. 
 
The above documents must be sent to HQ for every person hired, whether he/she will be offered 

a more than 4% increase, or even no increase over his/her current salary. 
 
If the applicant will be offered a more than 4% increase, MALAYSIAID approval will be needed. 

In these cases, the Country Director/Team Leader must send the HQ Project Coordinator a brief 

explanation of why the applicant was offered more than a 4% increase (the cost of living or a high 

demand for certain qualified personnel, etc.). 
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c) Setting Salaries 
 
In filling staff positions, the initial salary will be established based on the following: 

 

The candidate’s salary history during the last three years; 
 

The candidate’s previous experience and training that is relevant to 

the position; the level of responsibility of the position; 
 

Contractual guidelines related to the work 

assignment; the current market for the candidate’s 

skills. 

 

Establishment of initial starting salary and the percentage of annual salary merit increases are also 

governed by the terms of the project’s contract with MALAYSIA HQ and, as such, are subject to 

MALAYSIA HQ approval prior to implementation. However, no employee shall receive a salary 

less than the minimum wage provided by Labor law in Bangladesh. 

 

After final negotiation with selected candidate(s), must be issue a selection memo for written 

approval from selection management committee and top management authority Country Director. 

 

4.4 Extending an Employment Offer 

 

Once the hiring manager decides which candidate is most suitable for the job vacancy, time to 

inform the candidate of pre-employment matters, such as background inquiries, drug tests (if 

applicable, licensing information). 
 
When recruiting for positions where negotiate the terms of employment, compensations, benefits 

and other issues, a draft employment offer may change hands from the candidate to the employer 

until the parties reach an agreement. An employment offer should always be in writing to 

document the terms of your agreement with your prospective employee. 
 
The appointment letter will then be written by the Head of Finance & Administration and signed 

by the Country Director or PEPPERONI HQ in MALAYSIA. 
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4.5 Document Collect From the Candidates 

 

 
Guarantor Certificate and Agreement: 
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Bank Forwarding for opening salary Account 
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Appointment Letter 
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4.6 Considerations 

 

As a leading manpower recruitment agency in Bangladesh PEPPERONI’s Human Resource 

recruitment consultant are always try to make the recruitment and selection process easy and 

effective for PEPPERONI’s clients. PEPPERONI’s organization recruitment and selection process 

in Bangladesh is the best way to achieve success in the world. 
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5.1  Findings 

 

Although the Recruitment and Selection activities of Pepperoni ltd, LLC (PEPPERONI) is 

doing job at present. But there is scope to enhance development both internally and externally. 

To modernize and strengthen the overall activities of this INGO the following areas have been 

identified and findings are below: 
 

 They have no individual HR department in Bangladesh Office;


 This organizational job is Temporary and Project based;


 Long time no project in Bangladesh;


 Consultants are not working actively for gain new project in Bangladesh;


 Long time no capable Team Leader at present in Bangladesh Office;


 At present no sufficient staff working in Bangladesh office;
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6.1 Recommendations 
 

Through the performance of PEPPERONI, Bangladesh is found in the satisfactory level but the 

following important positive steps may be taken to improve its activities and satisfactory service 

according to my short observation are as below: 
 

 Recommend to create individual HR Department for smoothly staff Recruitment 

and Selection activities and others related works;


 Long times no project in Bangladesh. So, I am strongly recommend to recruit capable and 

experienced person as Team Leader for Bangladesh Office;


 Recommend to recruit more expert Consultants for preparing strong Project Proposal (PP) 

and gain new project fund for Bangladesh country office;


 At present no sufficient staff working in Bangladesh office. So, I 

recommended strengthen the staff force immediately;


 Recommend to training professional staff locally and overseas for gain more capabilities 

on the respective job;
 

 

6.2 Conclusion 
 

As a personnel function recruitment and selection is a major Human Resource function designed 

to attract, obtain and retain the qualified workforce to meet the future organizational needs. 

Through efficient handling of this practice the company can successfully continue its operation. 

This requires a sharp business focus from HR professionals and the delivery of high-quality HR 

systems that are integrated into the organization strategy and operations. 
 
The study “Recruitment and Selection Process of PEPPERONI, Bangladesh” under HR 

revealed that employees are the most valuable resource for the progress of the organization. For 

the development of these valuable resource there are many factors involved. The analysis of the 

report shows some positive practices and negative practices which are need to improve for 

conducting the employees successfully. To increase the activity of an organization effective & 

dynamic recruitment and selection process is essential. 
 
PEPPERONI is a Non-Political Funding Organization. They are working worldwide with 

confidently. This is very good International Organization. 

. 
 
Pepperoni ltd in Bangladesh practices an innovative Recruitment and Selection Process. 

PEPPERONI perfectly and strongly maintain staff Recruitment and Selection process. 
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