
Human resource management (HRM, or simply HR) is the management of an organization's workforce, or human resources. It is responsible for the attraction, selection, training, assessment, and rewarding of employees, while also overseeing organizational leadership and culture, and ensuring compliance with employment and labor laws. In circumstances where employees desire and are legally authorized to hold a collective bargaining agreement, HR will typically also serve as the company's primary liaison with the employees' representatives (usually a labor union).

HR is a product of the human relations movement of the early 20th century, when researchers began documenting ways of creating business value through the strategic management of the workforce. The function was initially dominated by transactional work such as payroll and benefits administration, but due to globalization, company consolidation, technological advancement, and further research, HR now focuses on strategic initiatives like mergers and acquisitions, talent management, succession planning, industrial and labor relations, and diversity and inclusion.

In startup companies, HR's duties may be performed by a handful of trained professionals or even by non-HR personnel. In larger companies, an entire functional group is typically dedicated to the discipline, with staff specializing in various HR tasks and functional leadership engaging in strategic decision making across the business. To train practitioners for the profession, institutions of higher education, professional associations, and companies themselves have created programs of study dedicated explicitly to the duties of the function. Academic and practitioner organizations likewise seek to engage and further the field of HR, as evidenced by several field-specific publications.

In practice, HR is responsible for employee experience during the employment lifecycle. It is first charged with attracting the right employees through employer branding. It then must select the right employees through the recruitment process. HR then onboard new hire and oversees their training and development during their tenure with the organization. HR assesses talent through use of performance appraisals and then rewards them accordingly. In fulfillment of the latter, HR may sometimes administer payroll and employee benefits, although such activities are more and more being outsourced, with HR playing a more strategic role. Finally, HR is involved in employee terminations - including resignations, performance-related dismissals, and redundancies.

At the macro-level, HR is in charge of overseeing organizational leadership and culture. HR also ensures compliance with employment and labor laws, which differ by geography, and often oversees health, safety, and security. In circumstances where employees desire and are legally authorized to hold a collective bargaining agreement, HR will typically also serve as the company's primary liaison with the employee's representatives (usually a labor union). Consequently, HR, usually through industry representatives, engages in lobbying efforts with governmental agencies (e.g., in the United States, the United States Department of Labor and the National Labor Relations Board) to further its priorities.

The discipline may also engage in mobility management, especially pertaining to expatriates; and it is frequently involved in the merger and acquisition process. HR is generally viewed as a support function to the business, helping to minimize costs and reduce risk.

1.2 Background of the Study

It is mandatory for the every single student of MBA Program of International Islamic University of Chittagong to prepare and submit a thesis report on his Major Subject.

It is helpful for the students besides theoretical knowledge; they should have practical, hands on knowledge and field work, which will enhance their learning by providing a great opportunity to achieve a very comprehensive and complete learning. 

Therefore, I have chosen to work on `Human Resource management practice at Social Marketing Company.  Hence, this study report is the outcome of an academic need as well as practical knowledge.  It has been possible to complete this report with the much needed help and direction from my supervisor.

1.3 Objectives of the study 

1. To attain practical knowledge of organizational HR system, HRM areas and its management practices. 

2. To get an overview of the human Resource Management system of SMC. 

3. To evaluate and analyze the existing HRM system of SMC. 

4. To find out the recruitment and selection procedure and its practices in SMC. 

5. To find out the training and development procedure in SMC. 

6. To find out the acceptability and reliability of the performance appraisal system.  

7. Lastly to provide recommendation on some effective measures in improving HR practices of SMC.

1.4. Methodology of the study 

Methodology can be defined as a body of practices, procedures, and rules used by those who work in a discipline or engage in an inquiry; a set of working methods. The methodology used in our study was exploratory in nature. We used both primary and secondary sources of data. Among the primary sources of data, the employee questionnaire served the most in our analysis of the HRM department of SMC. Most of our findings resulted from the employee questionnaire and personal observation. Among the secondary sources, different HRM textbooks, the internet and the SMC service rule book was used mostly. Below primary sources and secondary sources of data are listed below:

Primary Sources of data:
1. Personal & depth interview  

2. Through questionnaire 

3. Practical deskwork 

4. Observation in the organization 

Secondary Sources of Data: 

1. Service rule 

2. Different reports & publications 

3. HRM books 

4.  SMC   website 

5. Performance records 

6. Training records 

7. Lectures Notes 

1.5. Limitations of the Study 

There was no major significant limitation to analyze and write the project paper, but the resources were very limited. Because some of the respondents were afraid of providing information freely and some showed less interest on such assignment. Some data could not be collected for confidentiality of SMC. And as a SMC is a biggest company its policies are in the line with other subsidiaries located at various companies. Since the company policies are highly confidential that’s why all the information could not be included in this report. 
Chapter 2

Literature Review

2.1.1 Human Resource Management
The process of defining HRM leads us to two different definitions. The first definition of HRM is that it is the process of managing people in organizations in a structured and thorough manner. This covers the fields of staffing (hiring people), retention of people, pay and perks setting and management, performance management, change management and taking care of exits from the company to round off the activities. This is the traditional definition of HRM which leads some experts to define it as a modern version of the Personnel Management function that was used earlier.

The second definition of HRM encompasses the management of people in organizations from a macro perspective i.e. managing people in the form of a collective relationship between management and employees. This approach focuses on the objectives and outcomes of the HRM function. What this means is that the HR function in contemporary organizations is concerned with the notions of people enabling, people development and a focus on making the “employment relationship” fulfilling for both the management and employees.

2.1.2. Importance of HRM 

1. Formulation of HR polices- To confirm the highest use of the workforce resource of the organization, it is very important to formulate the HR polices of the company, which has been performed by the HRM Dept.

2. Implementation of HR policies- HRM also responsible for follow upping, whether the polices are implemented entirely or not.

3. Review of employee needs- In the current business environment, firms view their employees as more than just resources and instead adopt a “people first” approach. According to this concept, HRM continuously review the employee needs to attain the most satisfaction.

4.  Development of social welfare- HRM follow up with the company’s contribution to social welfare development.
5. Utilization of Human Resources- HRM is generally accountable to authenticate the hundred percent utilization of the organization’s human resources.
6. Development of Labor Management Relation- These strategies define the objectives of the organization to manage its relationships with employee and all other organizations. These strategies are aimed at enhancing the overall quality of employee management and ensuring their participation and continuous improvement.
7. Overall development of organization- The idea here is to adopt a holistic perspective towards HRM that ensures that there are no piecemeal strategies and the HRM policy enmeshes itself fully with those of the organizational goals.
2.1.3 Scope of Human Resource Management

Human resources are undoubtedly the key resources in an organization, the easiest and the most difficult to manage! The objectives of the HRM span right from the manpower needs assessment to management and retention of the same. To this effect Human resource management is responsible for effective designing and implementation of various policies, procedures and programs. It is all about developing and managing knowledge, skills, creativity, aptitude and talent and using them optimally.

It also focuses on managing physical and emotional capital of employees. Considering the intricacies involved, the scope of HRM is widening with every passing day. It covers but is not limited to HR planning, hiring (recruitment and selection), training and development, payroll management, rewards and recognitions, Industrial relations, grievance handling, legal procedures etc. It’s about developing and managing harmonious relationships at workplace and striking a balance between organizational goals and individual goals.
The scope of HRM is extensive and far-reaching. Therefore, it is very difficult to define it concisely. However, I try to classify the same under following heads:

· HRM in Personnel Management: This is typically direct manpower management that involves manpower planning, hiring (recruitment and selection), training and development, induction and orientation, transfer, promotion, compensation, layoff and retrenchment, employee productivity. 

It also includes performance appraisal, developing new skills, disbursement of wages, incentives, allowances, traveling policies and procedures and other related courses of actions.

· HRM in Employee Welfare: This particular aspect of HRM deals with working conditions and amenities at workplace. This includes a wide array of responsibilities and services such as safety services, health services, welfare funds, social security and medical services. It also covers appointment of safety officers, making the environment worth working, eliminating workplace hazards, support by top management, job safety, safeguarding machinery, cleanliness, proper ventilation and lighting, sanitation, medical care, sickness benefits, employment injury benefits, personal injury benefits, maternity benefits, unemployment benefits and family benefits.

· HRM in Industrial Relations: Since it is a highly sensitive area, it needs careful interactions with labor or employee unions, addressing their grievances and settling the disputes effectively in order to maintain peace and harmony in the organization. It is the art and science of understanding the employment (union-management) relations, joint consultation, disciplinary procedures, solving problems with mutual efforts, understanding human behavior and maintaining work relations, collective bargaining and settlement of disputes.

The main aim is to safeguarding the interest of employees by securing the highest level of understanding to the extent that does not leave a negative impact on organization. It is about establishing, growing and promoting industrial democracy to safeguard the interests of both employees and management.

2.2 Processes in Human Resource Management:

Each organization works towards the realization of one vision. The same is achieved by formulation of certain strategies and execution of the same, which is done by the HR department. At the base of this strategy formulation lie various processes and the effectiveness of the former lies in the meticulous design of these processes.

The following are the various HR processes:

1. Human resource planning (Recruitment, Selecting, Hiring, Training, Induction, Orientation, Evaluation, Promotion and Layoff). 

2. Employee remuneration and Benefits Administration 

3. Performance Management. 

4. Employee Relations. 

2.2.1 Human Resource Planning

Generally, we consider Human Resource Planning as the process of people forecasting. Right but incomplete! It also involves the processes of Evaluation, Promotion and Layoff.

· Recruitment: It aims at attracting applicants that match a certain Job criteria. 

· Selection: The next level of filtration. Aims at short listing candidates who are the nearest match in terms qualifications, expertise and potential for a certain job. 

· Hiring: Deciding upon the final candidate who gets the job. 

· Training and Development: Those processes that work on an employee onboard for his skills and abilities up gradation. 
2.2.2 Employee Remuneration and Benefits Administration:

The process involves deciding upon salaries and wages, Incentives, Fringe Benefits and Perquisites etc. Money is the prime motivator in any job and therefore the importance of this process. Performing employees seek raises, better salaries and bonuses.
2.2.3 Performance Management:

It is meant to help the organization train, motivate and reward workers. It is also meant to ensure that the organizational goals are met with efficiency. The process not only includes the employees but can also be for a department, product, and service or customer process; all towards enhancing or adding value to them.

Nowadays there is an automated performance management system (PMS) that carries all the information to help managers evaluate the performance of the employees and assess them accordingly on their training and development needs.
2.2.3 Employee Relations:

Employee retention is a nuisance with organizations especially in industries that are hugely competitive in nature. Though there are myriad factors that motivate an individual to stick to or leave an organization, but certainly few are under our control.

Employee relations include Labor Law and Relations, Working Environment, Employee heath and safety, Employee- Employee conflict management, Employee- Employee Conflict Management, Quality of Work Life, Workers Compensation, Employee Wellness and assistance programs, Counseling for occupational stress. All these are critical to employee retention apart from the money which is only a hygiene factor.

All processes are integral to the survival and success of HR strategies and no single process can work in isolation; there has to be a high level of conformity and cohesiveness between the same.
2.3 Job Analysis - A Basic Understanding

Job Analysis is a systematic exploration, study and recording the responsibilities, duties, skills, accountabilities, work environment and ability requirements of a specific job. It also involves determining the relative importance of the duties, responsibilities and physical and emotional skills for a given job. All these factors identify what a job demands and what an employee must possess to perform a job productively.

2.3.1Importance of Job Analysis

The details collected by conducting job analysis play an important role in controlling the output of the particular job. Determining the success of job depends on the unbiased, proper and thorough job analysis. It also helps in recruiting the right people for a particular job. The main purpose of conducting this whole process is to create and establish a perfect fit between the job and the employee.

Job analysis also helps HR managers in deciding the compensation package and additional perks and incentives for a particular job position. It effectively contributes in assessing the training needs and performance of the existing employees. The process forms the basis to design and establish the strategies and policies to fulfill organizational goals and objectives.
2.4 Motivation

Motivation is the word derived from the word ’motive’ which means needs, desires, wants or drives within the individuals. It is the process of stimulating people to actions to accomplish the goals. In the work goal context the psychological factors stimulating the people’s behavior can be -

· desire for money 

· success 

· recognition 

· job-satisfaction 

· team work, etc.

One of the most important functions of management is to create willingness amongst the employees to perform in the best of their abilities. Therefore the role of a leader is to arouse interest in performance of employees in their jobs. The process of motivation consists of three stages:-

1. A felt need or drive 

2. A stimulus in which needs have to be aroused 

3. When needs are satisfied, the satisfaction or accomplishment of goals. 

Therefore, motivation is a psychological phenomenon which means needs and wants of the individuals have to be tackled by framing an incentive plan.
2.5 Performance Management as a HR Management concept:

Performance management is the process of reviewing an employee’s performance during the preceding year or cycle and deciding where he or she stands as far as their peers in the same band are concerned. 

The process of reviewing results, arriving at a rating and then deciding upon the bonus or salary hike is what performance management is all about.

There are different rounds to the performance appraisal process.

1. In the first round, the people who participate in an employee’s appraisal are the employee and his or her manager. In this round, the manager gives a frank assessment of the employee’s performance after giving a chance to the employee to self-assess. 

2. The second round consists of the manager and the manager’s manager. This round is mostly about deciding the band in which the employee falls post the rating and in comparison with his or her peers. This process of rationalizing the employee’s performance with others is called “normalization”. In some organizations, this takes place in the third round where the HR manager is involved as well. In any case, the ratings cannot be decided without the HR manager’s assent to the same. Once these rounds are over, the bonus level or the salary hike are decided. 

2.6 Compensation Management: 

“If you pick the right people and give them the opportunity to spread their wings - and put compensation and rewards as a carrier behind it - you almost don’t have to manage them.”

· Jack Welch

Most of us would have heard the term “compensation” in the context of getting paid for the work that we do. From the perspective of the employers, the money that they pay to the employees in return for the work that they do is something that they need to plan for in an elaborate and systematic manner.

It can be said that compensation is the “glue” that binds the employee and the employer together and in the organized sector, this is further codified in the form of a contract or a mutually binding legal document that spells out exactly how much should be paid to the employee and the components of the compensation package.
2.6.1Types of Compensation

There are several ways to classy compensation. We have selected three of the most typical dichotomies: 

A. Intrinsic versus Extrinsic Rewards 

B. Financial versus Non financial Rewards 

C. Performance based versus Membership based Rewards 

2.6.2 Job evaluation

The Job Evaluation that is a system for arriving at the net worth of employees based on comparison with appropriate compensation levels for comparable jobs across the industry as well as within the company.

Factors like Experience, Qualifications, Expertise and Need of the company determine how much the employer is willing to pay for the employee.
2.7Employee Development

Individuals in an organization form its vital resource and must be valued, nurtured and retained. Employees are the most valuable assets and truly the backbone of an organization. Every employee in his/her own way contributes towards the success or failure of an organization. Without employees in an organization, even the most powerful machinery with the latest technology would not function.
Employee development is a joint initiative of the employee as well as the employer to upgrade the existing skills and knowledge of an individual. It is of utmost importance for employees to keep themselves abreast with the latest developments in the industry to survive the fierce competition.

2.7.1Examples of Employee Development Activities:

2.7.1.A Professional Growth
Employee development activities must be defined keeping in mind an employee’s current stage and desired stage. Knowing an employee’s current and desired stage helps you find the gaps and in which all genres he/she needs to be trained on. Human resource professionals must encourage employees to participate in internal or external trainings, get enrolled in online courses to increase their professional knowledge and contribute effectively.

2.7.1.B Personal Growth

Employees start taking their work as a burden only when an organization does not provide any added benefits or advantages which would help in their personal growth.

Soft skills classes, fitness sessions, loans with lower interest rates are certain initiatives which not only motivate an employee to do quality work but also help in employee development.
2.8. Objective of employee benefits
      A. Societal Objectives:

              -To urban nation of interdependent wage earners

              - To help provide security

              -  Receive most benefits favorable tax treatment

    B.  Organizational objectives

· Reduce Fatigue 

· Discourage labor unrest 

· Satisfy employee objectives 

· Aid recruitment 

· Reduce turnover 

· Minimize overtime costs 

      C. Employee objects: 

The real advantages to employees of employer provided benefits are lower costs and availability.
2.8.1 Categories of benefits and services

Most companies today offer a wide variety of benefits, especially larger companies. Some of the benefits are compulsory. For the composition of benefit plans there are many major categories of benefit plans may be offered. They are as follows 

      1. Required or mandatory security 

      2. Voluntary security 

      3. Retirement related security 

      4. Time of security 

      5. Health insurance 

     6. Financial service 

     7. Social & recreation service  

a. Required /Mandatory Security
Federal & state government requires that an employer provide a certain limit of protection or a security floor for each employee. There are three primary areas of compulsory securities-

       -Workers compensation

       -Unemployment compensation

       -Social security benefit

b. Voluntary security
      Two of the major security benefits programs used by employer’s are-

        -Voluntary severance

       - Supplemental unemployment benefits

c. Retirement
     Over 90 percent of full-time workers at companies with more than 100 employees are covered by retirement plans, according to the employee benefits Research institute.

d. Time -off related benefits
-Holiday pay

-Vacation

-Leave of absence

e. Health and insurance related benefits
A. Health benefits

· Cost containment method

· Employee co-payment

· Employee payment of deductible

· Wellness program

· Providing more information

B. Non- Medical insurance benefits

f. Financial, Social and Recreational Benefits:

· Non financial benefits

· Stock benefits

· ESOP

· Educational benefits

Chapter 3

Institutional Background of SMC
3.1 SMC At a glance

SMC is regarded as the largest privately-managed not-for-profit organisation in the world for a single country. The Company is registered under the Companies Act, 1913 in Bangladesh and is governed by a voluntary Board of Directors.Social marketing in Bangladesh was initiated to challenge the rapid population growth by marketing contraceptive products widely accessible at a price affordable to the general population and bring about behavioural change through extensive mass promotion

SMC is now regarded as a significant contributor to the reproductive and child health services in Bangladesh by complementing the public sector distribution with private sector social marketing model. In 2011, SMC provided 3.49 million Couple Years of Protection (CYP) through offering three modern methods – oral pills, condoms and injectables. As BDHS shows, 35 per cent of the modern contraceptive users reported that they use SMC brands.

The new WHO formula-based packaged oral rehydration salt brand marketed by SMC called ORSaline-N was introduced in 2004.With the objective of becoming self-sufficient and receiving uninterrupted supply of ORSaline-N, SMC’s factory began its operation in August 2004 at Bhaluka, Mymensingh. Currently, the annual production capacity of the factory is 210 million sachets.

SMC is one of the pioneers of social and market research in Bangladesh. Every year, SMC sponsors and conducts a number of research studies to gather empirical data and necessary information in developing and evaluating its various projects and activities.

In 1990, the Family Planning and Social Marketing Project transformed into a not-for-profit private (Ltd.) company, which gave it a more comprehensive legal framework for operational flexibility. The Company is now governed by a voluntary Board of Directors. The Board of Directors consist of eminent personalities with private and public sector expertise in different fields. 

3.2 SMC’s Vision
Social Marketing Company (SMC), Bangladesh is dedicated to providing opportunities for better family health for the people of our country by addressing issues of social priority.

SMC’s Vision to be the international model for sustainable social marketing built on the principles of cross subsidy using surplus funds from company’s business operations to support an expanded portfolio of program activities designed to achieve social good.

3.3 SMC’s Mission

SMC’s Mission is to improve the health and well being of women, childer and families by increasing demand for an expanding access to products and services in family planning, health, nutrition and other socially beneficial areas in partnership with the private sector, government and the donors.

SMC aims to become a more results oriented organization with a more efficient management structure, more open communication channels at all levels, sounder financial management and planning capabilities, and a satisfying work environment for all its staff capabilities, and a satisfying work environment for all its staff.

3.4 Product
SMC social markets a variety of oral pill brands (Combination 3, Noret-28, Femicon, Minicon and Femipil); and condoms (RAJA, HERO, Panther, Sensation, and U&ME); and clinical (Injectable “SOMA-JECT”) contraceptives.

The WHO formula-based packaged oral rehydration salt brand marketed by SMC called ORSaline-N was introduced in 2004. To provide choices to the consumers and to encourage children who are unwilling to take ORS, SMC introduced BNF-flavoured ORS brand ‘ORSaline Fruity’ in August 2003.

In May 2008, SMC introduced a micronutrient powder in the brand name of “MoniMix” to address childhood Iron Deficiency Anemia (IDA). It also started marketing Zinc dispersible tablets in September 2008 to reduce the severity of diarrhoea in children under 5. As part of its maternal and neonatal health programme, SMC launched Safe Delivery Kit branded as “Safety Kit” in 2008 to ensure clean child delivery at household level.

Product History

Hormonals: Oral Contraceptive Pill 

	Maya
	1975 - 1995 

	Ovacon
	1980 - 1996

	Norquest
	1990 - 1995

	Nordette-28       
	1995-2011

	Femicon
	1996-

	Minicon
	2000 - 2008

	Femipil
	2008-

	Minicon
	2010-

	Combination 3
	2011-

	Noret-28
	2011-

	 

	Hormonals: Injectable 

	SOMA-JECT
	1999-

	 
	 

	Condoms:
	 

	Majestic 
	1985 -   1989

	Raja                  
	1975 

	Panther             
	1983

	Sensation          
	1992

	U&ME   
	2005

	HERO               
	2006

	 
	 

	Pre-packaged ORS:

	ORSaline
	1983 - 2004

	ORSaline-N
	2004

	ORSaline Fruity 
	2003

	 
	 

	Micronutrition Products:

	MoniMix 
	2008-

	SMC Zinc          
	2008-

	 
	 

	Maternal Health Product:

	Safety Kit         
	2008-

	 
	 

	 
	 


3.5 SMC’s Program

Social Franchising - Blue Star program 
Health Communication Program 
Special Family Planning Campaign Program in Sylhet and Chittagong-"Shukh Pakhi" 
Tuberculosis (TB) Control Program
Maternal and Neonatal Health Program (Jatone Raton)
HIV/AIDS Prevention Programme - Modhumita
3.6Major Research Projects (2002 - 2010) 

SMC is one of the pioneers of social and market research in Bangladesh. Every year SMC sponsors and conducts a number of research studies to gather empirical data, necessary information and insights in developing and evaluating its various projects and social marketing efforts. The following are some of the studies SMC conducted during the years 2002 - 2010: 


Syndicated Retail Store Audit for Oral Contraceptive (OCP), Condom and ORS (Continuous Survey-January to December 2010): The overall objective of the Syndicated Retail Store Audit (RSA) was to estimate the market size and share of brands in three major categories – OCP, Condom and ORS.

Pre Launch Study On Water Purifying Tablets (May 2010):The overall objective of the study was to assess acceptability and adherence of water purifying tablets, and get insights on willingness to use, willingness to pay and suggested distribution channels of products.

KAPP Study On Drinking Water Purifying Tablets (June 2010): The overall objective of the study was to assess the current status of Knowledge, Attitude, Perception and Practice on drinking water and water purification tablets of the people of Bangladesh. 

Follow-Up KAPP Study Of The Service Providers Who Received Training Under SMC TB Programme (August 2010): The objective of the study was to conduct a follow-up KAPP among the Blue star and non Blue Star service providers to assess the output of the training they received on TB from SMC.

Evaluation of the Health Providers’ Training Programme (HPTP) of Social Marketing Company (December 2009): The overall objective of the study is to assess the effectiveness of this training programme and observe whether the programme is conducted as per guideline and get feedback for its further improvement. 

Study on Availability of SMC Products (November 2009): The product availability and market penetration study is a statutory research for SMC to see the product availability and penetration status of SMC as well as the competitors’ products which will help SMC sales and marketing team to find out the areas of improvement to intensity the sales coverage and product distribution. 

Quick and Clean Study to get Feedback of the Audience in the Interactive Theatre on IDA and MoniMix (August 2009): The overall objective of this in-house study was to assess the feedback of the audience about the campaign and retention level of the messages which are being provided through this theatre. 

Post Launch Study on Micronutrient Powder “MoniMix” (August 2009):  The overall objective of the study was find out the level of current knowledge, attitude and practice of the caregiver and parents of under five children of Bangladesh on MoniMix. This study will help SMC to get initial feedback on this newly launched product and potential areas of improvement of its marketing approaches. 

Consumers’ Satisfaction Study on Oral Contraceptive Pills (August 2009):  The purpose of this study was to identify the level of satisfaction of the consumers on different Oral Contraceptive brands of SMC and others. This study will also identify the perception on OCP brands as well as their perceived attribute regarding the products. 

Pre-Launch Study on New OCP Brand of SMC (July 2008): The prime objective of the study is to gather perception from the current users and potential users of OCP regarding proposed new OCP “Femipil” for developing its marketing and promotional strategy.

Condom Use for Disease Prevention (February 2008): Overall objective of the study is to gather insight on the condom usage or non-usage by reason and to determine use status specially relating to the disease prevention. 

KAPP Study on Diarrhoea Management & Treatment among Under5 Children and others in Bangladesh (February 2008): The objective of the study was to understand the levels of knowledge, attitude, perception and practice concerning diarrhoeal management, which would assist SMC in developing its communication and marketing strategies.

Study on Health and Hygiene Practice Among the School Going Children in Bangladesh (January 2008): The prime objective of the study is to assess the health and hygiene practices among the adolescent children who are going to the secondary schools that are mostly situated in the rural areas of Bangladesh.

Study in Mobile Film Programme (November 2007): The study was conducted to gather the viewer’s profile of MFP as well as its impact on them and get their feedback for further improvement of its operation.

KAPP Study on Oral Contraceptive Pills (OCP) Among MWRA (September 2007): The prime objective of the study was to know the knowledge, attitude, perception and practice of MWRA thoroughly and to explore whether there is any gap/issues in the knowledge, attitude and practice relating to OCP, which need to be addressed for the benefit of the programme.

Availability and Market Penetration Study, 2007 (July 2007): The prime objective of the study is to assess the product availability and market penetration status of SMC as well as competitors' products (OCP, Condom and ORS) all over the country. 

Current FP Practice of Past Users of Raja Condom, and post Launch Survey on Hero Condom (June 2007): The objective of this study was to understand the current contraceptive and disease prevention practice of the past/lapsed users of Raja, and to find out whether the absence of Raja in the retail market has affected (in any way) the use of condom amongst the poorer segments of the population and also was to assess the current market situation of “Hero” condom, and to gauge the initial response of the consumers and retailers concerning this new the brand/product.

Acceptability and Adherence Test of Zinc Tablet Among Young Children (December 2006): The overall objective of the study was to assess the acceptability of 20 mg dispersible zinc tablets among children under five years of age with an active case of diarrhoea and compliance uses.

ORS Usage Study (October 2006): The objective of the study was to understand the perceptions of the current and potential consumers of SMC vis-à-vis key competition brands, and their usage, with a view to providing SMC with inputs for further development of its marketing and communication strategies as well as other brand building activities.

Evaluation of Blue Star Program: The overall objective of the study is to asses Blue Star Program. This study helped to get insights on strength and weakness of the program and how to improve it further, compare with non-BS provider and also to identify the profile of Blue Star & Non-Blue Star providers. 

Syndicated Retail Store Audit for Oral Contraceptive (OCP), Condom and ORS (Continuous Survey-January to December 2006): SMC subscribes this syndicated retail audit, conducted by ACNielsen. The retail audit provides nationally representative data regarding consumer off-take, retail markets shares, stock purchases by outlets and inventory of mentioned products on a monthly basis. 

Pre-test Study of Baby Mix (June 2006): The key research objective of the study was to understand to know consumer perception of infant nutrition and the role of iron, reactions to the product concept of a nutritional supplement for infants, appeal of the brand name –“Baby Mix” and impact of the proposed packaging – most preferred option.

Study on Market Analysis of Social Franchising: SMC’s Blue Star Network in Bangladesh (March 2006): The Broad objective of the study was to determine how to fine tune the program, expand coverage and grow market share and to examine how to improve the financial sustainability of the program by identifying new product and service areas and assessing what providers are willing to pay for a variety of service packages supported by SMC.

In-house Report on Pre-Launch Study of Sprinkles (December 2005): The overall objective of the study is to gather information for developing Marketing Strategies for “Micronutrient Sprinkles.”

Study on Oral Contraceptive Pill (OCP) Consumers and Retailers (July 2005): The broad objective of the study was to uncovered data that would in providing SMC with clear understanding about the position, perception and awareness of all stakeholders (Customers, non-users and retailers) who were relevant to the OCP market.

Pre-Launch Market Survey of Micronutrient Drinks(July 2005): The prime objective of the study is to gather information for developing marketing strategies for Micronutrient Drinks and also have an understanding most liked flavoured and taste of the product.

Impact study of HIV/AIDS Prevention Campaign among the target Audience in the High-risk Areas(August 2005): The Prime objective of the study is to assess the impact of HIV/AIDS Prevention Campaign among the target Audience in the High-risk Areas.

Post Test of the HIV/AIDS Mass Media Campaign Elements Prepared for the Primary Target Group (October 2005): The Objective of the post test of the HIV/AIDS Mass Media Campaign Elements was to evaluate the elements of the HIV/AIDS mass media campaign prepared for the primary target group in order to plan and design future communications campaign for them. 

Post Launch Survey on ORSaline Fruity (October 2004): The overall objective of the study is to assess the current market situation of ORSaline Fruity after launching it in 2003.

Qualitative Study to Identify the Barriers of Injectable Uses among Higher Income Segments (May 2004): The overall objective of the study is to determine KAP of the potential Injectable users among the higher income group in order to reposition SOMA-JECT brand among them.

Effects of Price Increase of Raja Condom on Retailers' and Stockists' Buying and Selling Behaviour (February 2004): The key objective of the study was to assess the impact of the price increase on demand and availability in both retail and stockiest level of Raja Condom.

Audience Feedback on Cinema Spot Prepared for STD/AIDS Campaign (January 2004): The prime objective of the study collected audience feedback on Cinema spot prepared for STD/AIDS Campaign and was to measure their comprehension of the messages and visuals and to ascertain whether the messages, visuals and materials are acceptable and have credibility among the target audience.

In-house Pre-test for New Pack design of Panther (November 2003): The main object of the pre-test exercise is to get the choice among the designs and to know the opinion of the respondents on new pack design for Panther.

Market Penetration Study (August 2003): The Main objective of this study was to assess the availability and penetration of SMC’s as well as its competitors’ brands of Oral Pills, Condom and Oral Rehydration Salts (ORS) in the pharmacy and non-pharmacy outlets.

Rapid Assessment of the Market Situation of Raja after the Price Increase: The prime objective of the study collected information on the stockist as well as retailers opinion about the market situation of Raja after the price increase.

Pre-testing of Cinema Spot/TVC/BTL Material for STI's/HIV/AIDS - Phase (June 2003): In general the objective of the pre-testing study conducted was to measure their comprehension of the messages and visuals and to ascertain whether the messages, visuals and materials are acceptable and have credibility among the target audience.

Study on Flavoured ORSaline (March 2003): The overall objective of the study to select the most preferred Orange and Mango options in terms of both taste as well as flavour, out of the different option of each as a rehydration drink both for the severe diarrhoea market especially for children as well as for the general rehydration needs of the adult population.

Evaluation of the Blue Star Programme (April 2003): The Purpose of the study was to know the effectiveness of the Blue Star programme; to identify the profile of the BS providers, to determine program impact on KAP of the BS Providers and to assess the views of the customers about the program.

National Media Study (March 2003): The objectives of the study were to set information on exposure of various target populations of Bangladesh to various types of media like television, radio, cinema and print. 
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3.7SMC LOGISTIC and DISTRIBUTION:

Chapter 4

Human Resource Management practice in SMC
  

 

 

4.1Management of the Company’s Operation
The Board of Directors is the highest decision making body of the company. It makes major policy decisions and sets guidelines for the overall management of the company.

The Chairman is an Ex-officio Member of the Board as well as its Member Secretary. The Chairman is the Chief Executive Officer of the company who is responsible to the Board for the effective and efficient running of the overall operation of the organization. The Chairman is assisted in this by the Company’s functional managers who are the Division Heads and their respective Heads of Departments.

Authority and responsibility are delegated throughout the organization enabling the senior management to focus on strategic issues by empowering their subordinates to manage routine day-to-day operations. Accountability for delegation and communication is required of management positions at all levels of the organization. The varying structure of this delegation of authority is described in this Administrative Manual/ Service Rules.

The employees of the company are broadly classified as Managers and Officers. The Management respects the input of all its employees who are encouraged express their views on organizational policies and operations.

4.2 Board of Directors

The current Board of Directors are as follows:

Mr. Jalaluddin Ahmed – (Chairperson of SMC Board of Directors)

Mr. Muhammed Ali- Director

Mr. Md. Siddique Ullah - Director

Mrs. Niloufer Manzur - Director

Mrs. Rokeya Quader - Director

Mrs. S. R. Ghuznavi- Director

4.3 Name of Company Members
Mr. Jalaluddin Ahmed – (Chairperson of SMC Board of Directors)

Mr. C M Murshed 
Mrs. Laila Rahman Kabir
Mr. Muhammed Ali 
Mr. Md. Siddique Ullah 
Mrs. Niloufer Manzur 
Mrs. Simeen Mahmud 
Mrs. Rokeya Quader
Mrs. S. R. Ghuznavi 

4.4Organization Structure

SMC’s objectives of programmatic and financial sustainability required that it function effectively as a not-for-profit private (Ltd.) company. Organizational structure is relatively flat and informal to enable the managers to quickly react to perceived opportunities.

SMC’s organizational structure reflects the following principles;

Authority and responsibility is delegated throughout the organization.

The structural location of a work unit is determined by its primary function and its relationship with other units.

Employees at each level are assigned responsibilities and accountabilities within specified jobs through their respective jobs description.

Organizational structure is organized around SEVEN divisions-

· Accounts & Finance Department

· Administration and HRM Department

· Marketing & Sales Department

· Credit Realization & Customer Care Department

· Purchase & Procurement Department

· Legal Department

· Planning, Research & Devolvement

The Accounts & Finance Department consists of and Accounts & Finance Department. A Chief Finance Office (FCO) who reports to the Chairman/ Managing Director/ Heads of the division.

The Administration and HRM Department consists of two department- Administration and Human Resource Management. A Department Head/ General Manager, Administration who reports to the Chairman/ Managing Director/ Heads of the department.

The Marketing & Sales Department consists of an area key strategic marketing functions organized and sales organization. A Department Head/ General Manager, Marketing & Sales who reports to the Chairman/ Managing Director/ Heads of the Department.

The Credit Realization & Customer Care Department consists of an area of Credit Realization and Customer Care. A Department Head/ General Manager, Credit Realization & Customer Care Division who reports to the Chairman/ Managing Director/ Heads of the department.

The Purchase & Procure Department consists of and Purchase & Procure Department. A Department Head/General Manager, Purchase and Procure Department who reports to the Chairman/Managing Director/ Heads of the department.

The Legal Department consists of and Legal Department. A Department Head/ General Manager, Legal Department who reports to the Chairman/ Managing Director/ Heads of the department.

4.5 Human Resource Management in SMC

SMC established itself as a leading non profit organization in Bangladesh.

It is continuing in accordance with the requirement of employment of labor standing orders act, 1965 and approved disciplinary procedures of the company. It is the duty of every employee to observe the following rules and to behave at all times in a reasonable way.

The recruitment, promotion, development and retention practices in SMC are based primarily on merit, potential and performance and on diversity that reflects, across the work force to achieve the mission. Policies and practices are stated clearly and in writing and made available to all employees.

SMC is committed to providing HR policies in line with the change environment and need of the organization.

In the SMC HRM service Ruler book and their Manual, all aspects of HRM Functions are described which includes Employment, Recruitment and selection, service and Efficiency rules, condition of employment. Promotion policy, Leave policy, Remuneration and Benefit, Performance management system and appraisal, Disciplinary procedures and others benefits.

Since this thesis only covers some practices of Human Resource Management of SMC, below only the rules and procedures regarding Recruitment, Training, Promotion,

Leave policy, Remuneration and Benefit and performance appraisal are discussed in detail.

4.6 Employment Policy

The goal of the Human Resources policies of SMC is to have best possible staff and to retain them through continuous development. The organization recognizes the policy of equal employment opportunity for its employees who have the potential to enhance and utilize their skills and knowledge. SMC fully support the philosophy and belief of non-discrimination in employment. 

4.7 Types of Employee Recruitment Policy

There are two types recruitment polices conduct in SMC.

· Internal Recruitment- is a recruitment which takes place within the concern or organization. Internal sources of recruitment are readily available to an organization. Internal sources are primarily three –

a. Transfers

b. Promotions (through Internal Job Postings

c. Re-employment of ex-employees

· External Recruitment- External sources of recruitment have to be solicited from outside the organization. External sources are external to a concern.
The external sources of recruitment include-

a. Employment at factory gate, 

b. Advertisements, 

c. Employment exchanges, 

d. Employment agencies,

e. Educational institutes,

f. Labor contractors, 

g. Recommendations etc.

4.8 CLASSIFIACATION OF EMPLOYEES

The company employs the following three types of employees: 

i. Permanent employee: A person who has permanent employed against a permanent position and has satisfactory completed the required period of probation (bellow, section II.3) and has been employed against a permanent position. A “permanent position” is one that is not time bound and is likely to continue for as long as the company requires its function. The continued employment of a “permanent” employee is subject to annual review of (1) the company’s continuing need for the position, and (2) its incumbent’s performance. In addition, a “permanent” employee may be separated at any time without assigning any reason with 30 days salary (ref: section II.6.iii).

ii. Temporary Employee: a person who has been employed for work that is essentially of a temporary nature. A “temporary” position is on that is likely to continue for a  specific period. A temporary employee shall no be employed for more than two years under a single contract. The duration to la single contractual employment in SMC shall not be more than two years. A temporary employee after completing a contract, may be given a new 2 year contract based on (1) . The company’s further need for the position’s function; and (2). Demonstrated good performance of the incumbent.

iii. Casual employees: a person who is employed on a day to day basis and paid a fixed daily wages as determined by the Management from time to time.

iv. A part time employee is a temporary employee who is appointed to work for a specified number of hours that is less than normal working hours as determined by the company from time to time

4.9 Probationary Employment
i. All persons appointed against a permanent position are required to serve a period of probation. Internal promotion is not subject to probation.

ii. The period of probation shall be 6 to 12 months in accordance with the grade of the position as follows for all new recruitment:                                                                                                                                                                                                     

	Position
	Initial Probation Period
	Maximum Extension Period

	Division Head
	6 months
	6 Months

	Head/manager/executive/officer
	6 months
	6 months


iii. When an employee completes his/her probation an evaluation report on him/her will be sought by the human Resources Department from the Supervision or the employee. 

iv. If the supervisor does not  consider the employee fit for confirmation, he/she can  recommend either (1) that the probationary  employee’s appointment be terminated ,or (2)that  the probationary  period be extended for an addition 3 to 6 months depending on the position’s grade.

v. The employee is confirmed in services only after the Supervisor reports in writing his/her satisfaction with the performance during the probationary period.

vi. A new employee ,upon confirmation, is entitled  to be a Member of the Contributory  Provident   Fund, and to other benefits reserved for confirmed staff only(ref: Section IV.3)
vii.  No salary adjustment will be made at the time of confirmation. However, the confirmed employee shall be eligible for an annual increment if he/she has served at last six months following confirmation during the last evaluation period. (ref: Section IV .2(b)iv)

4.10 Transfer

This policy will be applicable to all permanent management staff (officer and above) of the company.

Transfer from one base to another base will be covered under this policy. However, employee hired for a specific location (i.e. first posting in the regional/area office or territories after joining) will not be entitled for any transfer expenses.

4.10.1 Transfer Expense
The company will bear the following expenses in connection with transfer.

A . Relocation Expenses

All reasonable expenses incurred in transporting household fixtures, furniture, utensils etc. will be born by the company as per below entitlement.
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B. Settling Expense:

Settling in allowance is applicable as per below entitlements. This allowance is given as one time payment.
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D. Hotel accommodation and meal:

Employees are advised to organize accommodation in the new base at the earliest.

However, employee may stay in the hotel for the maximum period of 5 (five) days subject to the non-availability of rented house. Employee’s spouse and children are also eligible for required hotel accommodation. Claims must be supported by voucher.

Maximum 5 (five) days food expenses (breakfast, lunch, dinner) will be born by the company. Employee’s spouse will also get the same allowance to cover the food related expense. Also 50% of the allowance will be applicable for each child of the employee upto maximum two children.

E. Travel Expense
Travel expense for going to the base of posting will be reimbursed at actual. In this case the employee will avail mode of transport in line with his/her entitlement.

Company will also born the travel expenses of the employee’s family members i.e. wife, child (maximum two).

4.11 Promotion

Promotion is an upward advancement to a position in the next higher grade with same or additional responsibilities.

i. In general,  an employee shall be for promotion if he/she has a satisfactory service record and consistent good performance scores in the annual appraisal, and has worked in his/her present position for at least 5 (five) years.

ii. An employee with an outstanding service record and performance score in the annual appraisal will be eligible for fast tract promotion, which does not require a minimum time in position or grade.

iii. The promotion of all employees below the level of manager will be reviewed and recommended by a committee formed by the (head of human resources & legal matters) and appointed by the managing director.  The committee’s recommendation requires final approval of the managing director to take effect.

iv. The promotion of head of the department / managers must be recommended by the division head and approved of the managing director.

v. In general, promotion cases will be considered after the completion of the annual performance evaluation and will be effective from the date mentioned in the promotion letter. An exception to this annual timing can be made if required to further the objectives to the company.

vi. Promotion to a position shall entail placement at the next higher step over currently drawn salary and then fixed in the suitable step in the recommended salary grades.

vii. All promotions shall be made on the basis of merit of each case and no employee shall have a claim to be promoted to any particular post or grades.

4.12 Separation

i. Retirement:

An employee shall retire from the service of the company on completion of 60 (sixty) years of age. In an exceptional case, however, he/she may be employed afresh for a period not exceeding two years from the date of retirement on contractual basis, and company’s policy on contractual employment will apply. Such a contract will be awarded only once.

ii. Resignation from service:

An employee leaving the service of the company is required to give 30 days notice or surrender 30 days salary in lieu to the company.

iii. Termination of service:

The service of any permanent employee may be terminated without assigning any reason within 30 days salary in lieu of notice.

iv. Discharge from service: 

An employee found unfit for service because of physical or mental incapacity, or of continued ill health, or because of gross misconduct may be discharged at any time.

v. Dismissal from service:

The service of any employee may be dismissed by SMC for misconduct. (Ref: section III.1.)

vi. Exit interview:

Though not mandatory, all outgoing employees shall normally be requested to sumit to an exit interview. The head of human resource & legal matters shall conduct the meeting at a mutually convenient time.

vii. Separation benefit:

The employee on separation is entitled to the following benefits:

a) Gratuity 

b) Contributory provident fund

c) Encashment of annual leave if due

          The employee is entitled to no other termination benefit unless exceptionally authorized by the board of directors.

4.13 Compensation Policy

SMC maintains a compensation package that, within the limits of its financial resources, can attract and retain persons with the qualifications and expertise best suited to the requirements of the job, as well as to the organization as a whole.

The basic compensation package consists of:

i. Salary (basic salary, hours rent, medical allowance, and conveyance allowance where applicable)/ wages

ii. Employees’ provident fund

iii. Hospitalization & Group Insurance Benefits

iv. Gratuity scheme

v. Festival bonus

vi. Annual leave encashment

The productivity-based supplements to the basic compensation package include:

i. Performance incentive for sales support staff

ii. Sales incentive for direct sales staff

4.13.A. Salary

i. Grades & p77ositions:

The salary grades of the company fall in three categories as such:

1. Management Grade
: M -1 to M-9

a. Manager’s Grade
: M-1 to M-5

b. Officer’s Grade 
:M-6 to  M-9

The positions associated with these grades are as follows:

	MANAGER  POSITIONS
	LOCATION
	SALARY GRADES

	Division head
	Had office
	M 1/M2

	Head of department
	Head office
	M4 */M3/M2

	(senior sales manager)
	Sales office
	M5/ M4 / M3

	Manager 
	Head office
	M3 –M4

	Sales manager
	Area office
	

	OFFICER POSITIONS
	LOCATIONS
	SALARY GRADES

	Senior executive /area executive
	Head office / area office
	M6

	Executive
	“
	M7

	Senior officer
	“
	M8

	officer
	“
	M9


* Only under exceptional circumstances.
ii.Salary Grade Scales:

i. Each grade is associated with a salary scale consisting of 20 steps that range from the minimum to the maximum salary for the grade.

ii. New recruits with no experience shall be placed in the first step to the appropriate Grade Scale.

iii. New recruits may be placed above the first step of the appropriate Grade Scale based on his/her academic qualification, skills, and level of experience upon approval by the Managing Director.

iv. All salaried employees are entitled to an annual increment of one -step within their salary grade level after serving no less than six months following their confirmation in service.

v. When an employee’s salary reaches the end of the scale in the salary grade level he/she is working his/her salary will not increase further. In the event that the company pay scale is revised or the employee is either promoted or upgraded, the employee’s salary will be re-fixed as appropriate.
4.13. B Employees’ provident fund

All the confirmed employees of SMC are entitled to become a member of Provident Fund. Every month 10% of the basic salary of an employee is contributed to the fund along with the same amount from the company’s account. Net income of the fund each year as on 31st of December is ascertained and interest is credited to the members’ account at a rate determined by the trustees. Any member, who has not completed three (3) years of continuous service, will not be entitled to get any portion of company’s contribution. 

	Completed years of continuous service
	Employee Contribution
	Company Contribution

	Less than 4 years but not less than 3 years
	Full
	50% of company contribution

	Less than 5 years but not less than 4 years
	Full
	75% of company Contribution

	5 years
	Full
	Full


4.13.C Hospitalization & Group Insurance Benefits:

Hospitalization Benefits:

	Benefits


	Sub Group 1

(Chief/Director/GM)


	Sub Group 2

(DGM/Manager)
	Sub Group 3

(DM – Officer)
	Sub Group 4

(General Staff)

	Maximum Hospitalization Benefit per insured per disability (A+B)


	BDT 150,000
	BDT 80,000
	BDT 60,000
	BDT 45,000

	(A) Room & Board total limit per Disability


	BDT 60,000
	BDT 30,000
	BDT 24,000
	BDT 20,000

	Room & Board Daily Limit 


	BDT 2,500
	BDT 1,500
	BDT 1,150
	BDT 1,000

	Daily Intensive Care Unit (ICU) No of Days Limit per disability  


	14 Days
	14 Days
	14 Days
	14 Days

	(B) Other Hospitalization Expenses/Services Total Limit per Disability (includes Surgeries, Medicine, Enesthesia, Doctor Visit etc. during Hospitalization)  


	BDT 90,000
	BDT 50,000
	BDT 36,000
	BDT 25,000


Group Insurance
Benefits (same for all level)

Basic X 36 = XXXXXXX (maximum limit is BDT 2,100,000)

For Accidental Death: BDT 4,200,000
4.13.D Gratuity Scheme
Gratuity is provided to all permanent employees on basic pay. It will be admissible to an employee, who has rendered continuous services to the company for a period of seven (7) years and more and 1 month basic pay is given for each year of services. Completed year of service for this purpose means twelve (12) months of continuous service.

4.13.E Festival  Bonus

i. All employees shall be entitled to two festival bonuses, one prior to Eid-ul-Fitr and one prior to Eid-ul-Azha. Each bonus will be equivalent to two month’s current basic salary of the employee.

ii. To be eligible for the bonus an employee must work in the Company for at least six months or must be confirmed in his/her services of the Company, whichever comes first.

iii. Casual and part-time employees are not eligible for festival bonus.

iv. An employee who voluntarily leaves the Company is not entitled to a festival bonus that may be due immediately after his/her separation.

v. An employee who is not in service of the Company at the time of Eid-ul-Fitr/Eid-ul-Azha will not be entitled to festival bonus.

4.13.F Annual Leave Encashment
The Company shall allow its employees to en-cash unavailed leave from their annual leave entitlements as follows:

i. Employees with less than three years of service with the company can en-cash unavailed annual leave up to a maximum of 8 days every year during their service with the company.

ii. Employees having three or more years of service with the company can en-cash unavailed annual leave up to a maximum of 10 days every year during their service with the company.

iii. The rate of payment will be based on the last drawn basic salary of the employee.

4.14 Employee Leave Policy
The employees of SMC are entitled to the following types of leave:

· Annual Leave
Employees are entitled to 25 days annual leave in a year.

· Medical Leave- Absence cause due to the personal illness or injury is adjusted from an employee’s Medical Leave Entitlement.
· Maternity Leave- Female employees are entitled to avail maternity leave as per the following guidelines:
· All female employees are entitled to avail 90 (ninety) days of maternity leave with full pay. Under special circumstance, leave may be extended (without pay) on request with the support of the supervisor and approved by the department head.

· Maternity will be granted only twice during the entire period of service of an employee. Necessary supporting papers must be provided in this regard.

· Paternity Leave- Male employees are entitled to avail paternity leave as per following guidelines:
· All male employees are entitled to avail 3 (three) days of paternity leave per child.
· Paternity will be granted only twice during the entire period of service of a male employee.
· Paternity leave days may be avail before or after child delivery or in combination of days before and after delivery.
· Bereavement Leave- In the event of the demise of employee’s spouse, child, parent, an employee may be granted Bereavement Leave upto a maximum 5  (five) days in a year.
4.15 Performance incentive

Performance Incentive

The individual performance incentive recognizes an employee’s extraordinary contribution to increasing the company’s productivity and effectiveness in pursuit of its objectives. It is intended to encourage and reward individual performance that EXCEEDS THE PERFORMANCE STAARDS NORMALLY EXPECTED of the employee. The performance standards that must be exceeded are:

· Individual- those standards incorporated in the employee’s job description, and specific goals.

· Collective – the attainment of the total cost recovery for the company as a whole and for specific field offices.

1. Eligibility
Any employee whose overall performance for the year is rated as “very good or above” in the annual performance review is eligible for the “individual” component of the performance incentive. Any head office or sales area based support staff whose overall performance for the year is rated as “fully satisfactory “in the annual performance review is eligible for the “collective” cost recovery component of the performance incentive. This includes employees who were in their probationary period during part of the year.

For all direct sales staff, performance incentives will be earned on the basis of the sales incentive scheme proposed in the annual marketing plan and approved by the board.

These staff will not be eligible for the national or area based “collective” total cost recovery component of the performance incentive.

2.  Fixing the size of the performance incentive

i. Each year’s annual performance incentive is allocated from that year’s increased sales revenues over the total sales revenues for the previous year. Accordingly, the total amount available for the annual bonus is not fixed, but will vary according to the company’s sales performance during the year. This will be approved by the board of director from time to time.

ii. Before the start of each fiscal year, the managing director and the division head will determine the total amount available for the year’s annual achievement incentives based on the year’s projected increase in sales revenues over that of the previous year. The total amount will reflect a prudent balance between the company’s needs to reward employees whose performance exceeds expectations, and to meet its corporate financial objectives. The total amount to be allocated to the annual performance incentive is subject to the approval of the board of directors. It will be submitted to the board as an element of the budget submission for the upcoming fiscal year.

iii. The managing director, in consultation with the division head will allocate the incentive money among the divisions.

iv. For head office and area office based support staff (other than senior sales manager/sales manager/AE and sales driver), the potential maximum incentive amount for each individual employee will be fixed at the average of two months FY2002 gross salary of the employee’s category. This fixed incentive amount may be reviewed at intervals of every two years, e.g. 2004, FY2006, FY2008, etc. any future increase in the incentive amount would be a percentage increase of this initial(i.e. FY002-based) fixed amount.

v. For direct sales staff, (sales officers and sales promotion officer) the amount of the incentive will be fixed and proposed for approval by the board. This fixed incentive amount may be reviewed at intervals of every two years, e.g. 2004, FY2006, FY2008, etc. any future increase in the incentive amount would be a percentage increase of this initial fixed amount (see below, section b. iv).

vi. For senior SM/SM, AEs and Company Sales Driver, the incentive amount will be a fixed amount calculated on the basis of a fixed percentage of the amount for SOs and SPOs (described later) and approved by the board. Their incentive amount (this fixed percentage figure) in future will change with the increase in the amounts for the SOs and SPOs.

vii. Performance Incentives on individual component for Head Office Staff will be withdrawn if the total sales revenues earned falls below 90% of the annual target. For field staff (other than direct sales staff but including Sr. SM/SM, AEs), the individual incentives will be withdrawn if the sales revenues falls below 90% of the annual target, individual amounts on performance will be proportionately adjusted downwards.

3.  Types of Performance Incentive Award

There are two types of Performance Incentive Award Scheme:

i. Sales Support Performance Incentive (Head Office staff, and Sales Office-based Staff); 

ii. Sales Incentive for all direct sales staff.

A  Performance Incentive Committee administers the award of individual performance incentives. The Committee consists of five members nominated by the Division Head and appointed by the Managing Director to two-year terms. The Head of Human Resources & Legal Matters serves as the Committee’s Secretary. The man functions of the Performance Incentive Committee are;

i. To review the individual performance incentive recommendations submitted by the Head of Human Resources & Legal Matters (ref: Section VI.(c) iii-v) ;

ii. To review individual performance targets mutually agreed to by the employee and his/her supervisor to ensure that the threshold for “outstanding” performance truly exceeds the normal expectations for the position:

iii. To review the distribution on performance appraisal scores to identify patterns of bias (too high or too low) in the ratings of supervisors. 

Administration of the performance incentive award for head office and sales office-based support staff

The performance incentive for sales support employees is intended to encourage and reward high performance ABOVE  AND  BEYOND  THOSE  NORMALLY EXPECTED  in an employee’s specific area of work.

An employee whose overall performance for the year is less than completely satisfactory s not eligible for a sales support performance incentive award. The performance incentive award will be administered as follows

i. The annual performance review discussion between an employee and his/her supervisor will include consideration of any work achievements during the review period that exceeded the performance standards that the employee is expected to meet. If mutually agreed between supervisor and employee, these are recorded in the standard individual achievement form that describes the achievement and serves as a recommendation for the award. This recommendation, together with the annual performance review, is submitted to the head of human resource & legal matters.
ii. The head of human resource & legal matters reviews each recommendation for a performance incentive against the employee’s normal performance expectations. This review may include further discussion with the supervisor and employee as needed. If the head of human resource & legal matters disagrees with the recommendation, he/she will communicate this to the supervisor and employee with an explanation for its non-acceptance. If the head of human resource & legal matters agrees with the recommendation, he/she will forward it to the performance incentive committee for review.

iii. The performance incentive committee will communicate its agreement with a recommendation to the head of human resource & legal matters, who will, in turn, record that agreement in the employee’s personal file and arrange for he payment of the award to the employee. If the committee disagrees with the recommendation, it will communicate its reasons in writing to the supervisor and employee, copying the head of human resource & legal matters.
iv. Of the total performance incentive amount, 25% will be awarded only on the attainment of total cost recovery in the national or regional/area as applicable. The remaining 75% will be awarded for individual performance. 




The following table summarizes the eligibility requirements for head office and area based sales support staff:

	Level of achievement
	Incentive earned on:

Individual performance

Cost recovery


	Total incentive

	Every goal met on deadline and quality exceptional. Additional initiatives taken and completed. Rated as “outstanding” in performance appraisal.
	75 % of fixed incentive amount
	25 % of fixed incentive
	100 % of fixed incentive amount

	Every goal met on deadline and quality acceptable.. Rated as “very good” in performance appraisal.
	50 % of fixed incentive amount
	25 % of fixed incentive 
	75 % of fixed incentive amount

	Most high priority goals met by deadline with acceptable quality. Rated as “satisfactory” in performance appraisal.
	Not eligible
	25 % of fixed incentive
	25 % of fixed incentive amount

	Most goals not met by deadline and/or quality of work is unacceptable. Rated as” not satisfactory “in performance appraisal.
	Not eligible
	Not eligible
	None


v. The level of performance achieved by an individual employee will be determined by the score rate by an employee on his/her annual performance appraisal and measured against the predetermined composite score range for awards for level of performance.

vi. Incentive for the area sales staff who support all area offices within region (i.e. Sr. SM/SM, HT&CI Officers and MVU Staff) will be tied to area sales targets and individual performance.

Fixation of incentive amount for Sr. SM/SM/AE and Sales Driver

The calculation of the potential maximum incentive amount for all staff mentioned above will vary by category of staff. These fixed incentive amounts may be reviewed at intervals of every two years. For the period FY2003-2004, the total performance incentive amounts for these sales support field staff has been fixed as follows:

	Area executive 
	5% over the average of the sales officers and sales promotion officer’s incentive amount combined.

	Sales manager
	10 % over the average of area executive’s incentive

	Sr. sales manager
	10 % over the average of sales manager’s incentive

	Sales driver
	50 % of the incentive amount of sales officer’s incentive with whom the driver is attached.


The following table summarized the eligibility requirements for the sales incentive for sales support field staff:



	Level of achievement
	Incentive earned on:

Individual performance

Cost recovery


	Total incentive

	Every goal met on deadline and quality exceptional. Additional initiatives taken and completed. Rated as “outstanding” in performance appraisal.
	75 % of fixed incentive amount
	25 % of fixed incentive amount
	100 % of fixed incentive amount

	Every goal met on deadline and quality acceptable.. Rated as “very good” in performance appraisal.
	50 % of fixed incentive amount
	25 % of fixed incentive amount
	75 % of fixed incentive amount

	Most high priority goals met by deadline with acceptable quality. Rated as “satisfactory” in performance appraisal.
	0 % of fixed incentive amount
	25 % of fixed incentive
	25 % of fixed incentive amount

	Most goals not met by deadline and/or quality of work is unacceptable. Rated as” not satisfactory “in performance appraisal.
	0 % of fixed incentive amount
	0 % of fixed incentive
	0 % of fixed incentive amount


The level of performance achieved by an individual employee will be determined by the score rate by an employee on his/her annual performance appraisal and measured against the predetermined composite score range for awards for level of performance.

b. Sales incentive for direct sales staff
This incentive scheme is for those employees who are directly involved in the implementation of sales targets. They include sales officer/executive, sales promotion officer/executive.

This sales performance incentive for the different categories will operate on the basis of the following principles-

i. Targets for sales officers are base on individual brand volumes, CYP and Revenue, and may also include other sales related criteria such as effective calls, outlet coverage etc. depending on the need to improve such performance.

ii. Targets for sales promotion officer will be based on both qualitative and quantitative measures such as doctor visits and their impact, seminars/workshops, inject able administrations, and condom sales to selective outlets.

iii. The concerned division head and head of sales will fix the criteria incentive amount for each criterion at the beginning of the financial year. These will be proposed in the marketing plan for approval of the board.

iv. Incentive for direct sales staff can be earned at only two level of achievement 10-105 and 106%




v. The maximum incentive amount for each category of direct sales staff for FY 2003 has been approved as follows:

	Categories of staff
	Leave of achievement *

<100%

101-105 %

106 %>



	Sales officer
	0
	Tk. 44,000
	Tk. 58,000

	Sales promotion officer
	0
	Tk. 41,000
	Tk. 54,000

	STD/AIDS program officer
	0
	Tk. 15,000
	Tk. 20,000

	
	
	
	


The percentage by which the objectives achieved must exceed the targets fixed for the year may very depending on the challenge and difficulty associated with the achievement of the projected sales targets/objectives for the various brands and products sold. This percentage may vary from year to year to reflect the company’s annual sales strategy and objectives.

vi. Direct sales staff will not be eligible for incentive on national or area based cost recovery.

4.16 Discipline
Each employee is personally responsible for following the company’s work rules.

a. Types of misconduct

Employee behavior that is inconsistent with the faithful discharge of his/her duties is considered to be misconduct, and is grounds for disciplinary measures that can be imposed by the employee’s supervisor. The following acts and omissions shall be treated as misconduct:

i. Willful insubordination or disobedience of a superior;

ii. Theft, fraud or dishonesty in connection with company business or property;

iii. Committing, r involvement in, an act of bribery or any illegal gratification for personal gain;

iv. Habitual absence, or absence without leave for more than ten days;

v. Habitual late attendance;

vi. Breach of any law or rule or regulation of the company;

vii. Riotous or disorderly behavior in the company;

viii. Habitual negligence or neglect of work;

ix. Resorting to illegal strike or ‘go-slow’;

x. Falsifying, tampering with, damaging, or causing loss of company ‘s records or property;

xi. Conduct unbecoming of an employee of SMC;

xii. Any act subversive of company’s interest;

xiii. Conviction for any criminal offence in the court.

xiv. Sexual harassment (*deliberate offensive comments, gesture/physical contact of a sexual nature in work or work-related environment; * influencing or offering to influence, or threatening the pay or career of another person(male or female), in exchange for sexual favor)

xv. Receiving any gift or/and favor from any person/organization which effect the performance of official duties of an employee;

xvi. Formation of any kind of association in the company which will effect the performance of official duties of an employee.

b.  Penalties for misconduct

An employee, if found guilty of misconduct, may be given any one or more of the following penalties depending on the gravity of offence, past conduct, and any other relevant circumstances:

i. Dismissal from service

ii. Discharge from service

iii. Withholding of increment or promotion or both

iv. Non-payment of incentive for a specific period

v. Suspension for 7 days without pay

vi. Warning letter

Chapter 5

Data Analysis and Interpretation

Results from the questionnaire
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5.1.1. Do you think SMC practices a sound recruitment and selection process to attract qualified job applicants?

	1
	Yes
	70

	2
	No comment
	20

	3
	No 
	10




Interpretation: In answering this question, we find that 70 % of the respondents answered positively, 20 % answered no comments and 10% answered negatively.
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5.1.2. Would you personally recommend qualified applicants to apply to SMC?

	1
	    Yes
	100%

	2
	    No
	0 %


Interpretation: In answering this question, we find that 100 % of the respondents answered positively.
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5.1.3. Does SMC have a good training and development policy?


	1
	    Yes
	80%

	2
	    No
	20%



Interpretation: Here we find that 70 % answered positively and 30 % answered negatively in this regard.

5.1.4. How would you rate the performance appraisal system of SMC on a scale of 1 to 5? 
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	1
	Good
	75% 

	2
	Neutral 
	10%

	3
	Bad
	10%

	4
	Worst
	5%


Interpretation:  In answering this question, 75% of the respondents thought that the performance appraisal system of SMC was good, meaning they gave 4 out of 5 on the inert scale. Among the rest of the respondents, 10% were neutral and 10% said the performance appraisal system was bad and 5% said it was worst. 
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5.1.5. Are the objectives and policies of performance appraisal system communicated to employees? 

	1
	    Well
	50 %

	2
	    Bad
	50 %


The answer to this question was a 50-50 split. 50% said objectives and policies were well communicated, while the other 50% thought it was not, so from this answer it can be noted that SMC needs to communicate their objectives and policies more clearly to their employees.

s5.1.6 Does the performance appraisal system accurately measure employee performance? 
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	1
	    Yes
	75%

	2
	    No
	25%


Interpretation: Here we find that 75 % answered positively and 25 % answered negatively in this regard.

5.1.7 [image: image11.wmf]Well
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How satisfied are you with the recruitment and selection policy SMC? 

	Extremely Satisfied   
	10%

	Neutral 
	10%

	Somewhat satisfied    
	80%


The answer to this question we find that 10 % of the respondent extremely satisfied, 10 % of the respondent Neutral and 80 % are somewhat satisfied.
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How satisfied are you with the pay scale Of SMC? 

	Dissatisfied
	25 %

	Neutral 
	30 %

	Somewhat satisfied    
	40 %

	Very Dissatisfied
	5 %


Interpretation: Here we find that 25 % employee Dissatisfied, 30% employee satisfaction Neutral, 40 % somewhat satisfied and 5 % only very dissatisfied.
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5.1.9 How satisfied are you with the training and development policy of SMC?                                             

	Dissatisfied
	15 %

	Neutral 
	25 %

	Somewhat satisfied    
	50 %

	Very Dissatisfied
	10 %


Interpretation: Here we find that 15 % employee Dissatisfied, 25 % employee satisfaction level Neutral, 50 % Somewhat satisfied and 10 % employee very Dissatisfied in the training and development policy of SMC.

5.1.10 How satisfied are you with the performance Appraisal system of SMC?

	Dissatisfied
	20 %

	Neutral 
	35 %

	Somewhat satisfied    
	30 %

	Very Dissatisfied
	10 %

	Extremely satisfied
	5%
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Interpretation: Here we find that 20 % employee Dissatisfied, 35 % employee satisfaction level Neutral, 30 % Somewhat satisfied , 10 % employee very Dissatisfied  and 5 % employee extremely satisfied in this regard. 
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5.1.11 what is the basis of evaluating performance appraisal system of the employees of SMC? 

	Criteria job related     
	35% 



	Complicated procedure
	30 %

	Supervisor Based
	20 %

	Management giving importance to PMS
	10 %

	Others
	5 %


Interpretation:   In answering this question, 35% of the respondents thought that the performance appraisal system of the employee evaluating basis of criteria job related, 30 % respondents thought that the performance appraisal system of the complicated procedure system, 20 % of supervisor vased,10 % of management giving importance to PMS and 5 % others category in this regard.  

5.1.12 How satisfied with the promotion policy of SMC? 

	Dissatisfied
	0 %

	Neutral 
	21 %

	Somewhat satisfied    
	73 %

	Very Dissatisfied
	4%

	Extremely satisfied
	2%
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Interpretation: Here we find that 0 % employee Dissatisfied, 21 % employee satisfaction level Neutral, 73 % Somewhat satisfied , 4 % employee very Dissatisfied  and 2 % employee extremely satisfied in this regard                           

[image: image17.emf]5.1.13 Is the performance appraisal system based on confidential reporting? 

	1
	    Yes
	30%

	2
	    No
	70%


Interpretation: According to the following data analysis, it had been shown that 30% employee agreed that performance appraisal system based on confidential reporting but 70% disagreed with that.
5.1.14 Which area of Human resource of SMC is most weak and needs to make major changes? 

In this question, there were 3 options for the respondents to answer from and these were 

          A.  Training 

          B.  Promotion

          C.  Performance appraisal system 

 An overwhelming 100% of the respondents selected training as the area most weak and needs to make changes to improve. 

5.1.15 Overall how satisfied are you working in SMC? 
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	 Satisfied
	95%

	Dissatisfied
	5%


Interpretation: As for the overall satisfaction level 95% of the employees mentioned they were somewhat satisfied working for SMC and 5% said they were neither satisfied nor dissatisfied.

5.1.16. What would you recommend SMC do to improve their HR practices? 

In this open ended question, almost all employees said they thought training and development needed to be improved they also suggested better compensation packages for trainer who have excellent teacher rating. promotion was another aspect that came up and  many felt that the promotions should be based on academic record, foreign experience, working experience and credentials, publications etc, Some suggested that the HR policies of SMC should be updated and properly maintained keeping in mind the changing global and domestic environment and the competition of other private companies.

5.2. Summary of findings

Based on my personal observation and the results from the questionnaire, the findings are as follows

1. SMC has very little training and development policy for new recruits. We find that 80 % answered positively and 20 % answered negatively in this regard in paper they are supposed to give on the job training and job orientation, but in reality this is not happening very often.

2. About 75 % of the employees were satisfied with the performance appraisal system. Among the rest of the respondents, 10% were neutral and 10% said the performance appraisal system was bad and 5% said it was worst. 

3. 30% of the employees were somewhat satisfied and 10% were very satisfied with the promotion policy of SMC. 35 % employee satisfaction level Neutral. This indicates that SMC HRM is doing a good job in this aspect. However, some employees suggested that the promotion should be based on performance and an employee’s recent up graded Knowledge or new training or publication or new degree should be acknowledged for the necessary promotion.

4.  Form the survey findings, 80 % of employees were some satisfied and 10 % of the respondent extremely satisfied with the recruitment and selection policies of SMC. Very good news for SMC is that 70 % of the employees said SMC practices a sound recruitment and selection policy. 

5. Most employees felt pay scale needed to be improved and updated. only 40% were somewhat satisfied with the pay scale

6.  From observation it seemed there is a lack of communication between employees and management and between employees and employees. 

7. SMC is a reputed Company, But it is not doing very much to enhance its image, some staff felt that SMC can do more to enhance their image. 

5.3 Swot Analysis

5.3.1 Potency 

· Dynamic executives are working in different department & branches

· Increasing Sales network day by day.

· SMC covers more than 220,000 outlets each year directly through its sales network.

· Global network 

· 38 years of operation in Bangladesh 

· Highly qualified people both Head Office & different branched 

· Cross-cultural experience 

· SMC’s telephone hotline – “TeleJiggasha” programme provides correct reproductive and health information, problem faced by the youth.
· SMC sponsors and conducts a number of research studies to gather empirical data and necessary information in developing and evaluating its various projects and activities. 

· Conducts intensive training of front-line health providers through its nation-wide Health Providers’ Training Program (HPTP).
· Follows global HR system to make the business more smooth and competitive •   Compliant towards business “ Highest performance with Highest Ethic” 

5.3.2 Weakness 

· Long chain of command & authority 

· Long lead time for decision making by Board

5.3.3 Opportunity 

· Potential pool of people 

· Prosperous business market 

· Directors are popular in their field.

5.3.4 Threat 

· Huge competition from others Marketing Company 

· Others Branding Companies has provided huge amount of Commission to the Parties. 

The SWOT analysis has been done to find out the internal and external weakness and strengths of organization. SMC has a strong strength in their innovations in shaping up the future of the world with the aim of enhancing the living standards

Chapter 6

Recommendation and Conclusion

6.1 Recommendations 

SMC follows strong and healthy HR policies which not only focus on human resources but also consider organizational goal while developing any human resource strategy. SMC has a flatter HR structure which faster the speed of doing business more efficiently and effectively. Even though with such effective HR structure and policies, still there lays merits and demerits and hence provide a scope of improvisation for better organization. 

The HR system of SMC very much organized and specific in terms of policies and strategies for dealing employees and other parties both inside and outside of the organization. The HR policies and strategies are pursuing to ensure that the recruiting, selecting, training, appraising and compensation systems are consistent with the company’s strategic plan. As said by a writer that in a growing number of organizations human resources are now viewed as a source of competitive advantage. A high quality workforce enables organization to compete on the basis of market responsiveness, service, quality, behavior, liaison and technological innovations.

With the difficulties of any one to analyze any HR practices of any organizations and to recommend anything’ regarding this purpose. But the sign of encouragement, from my honorable coordinator, has helped me a lot to recommend something on this policy. So far I am accumulating the information; I have identified some drawbacks of recruitment policy of SMC. My documentation is based on these drawbacks. My intention was evaluating the whole recruitment procedure constructively. 

After survey 24 employees of SMC that they provide me honest, thoughtful, recommendation and candid feedback which are given below: 

· Qualified and professional employee should be recruited for the company to reach the organization in the competitive market.

· Avoidance of written test in most of the cases SMC prefers short listing. Viva voice to evaluate the competence of often individual candidate. Very few times, they use the device of written test to find out the creditability of the candidates. Had this device been device been used successfully, the authority would have been to catch up the potential of the applicants more effectively Department wise in house Training should be required for every employee after 02 months for perform the job accurately. 

· Policy of Performance Appraisal System of the company should be utilized by the Departmental In-Charge properly that will brings effective judgment for the employee. 

· Recruitment & selection process should be done on merit basis. Recruit desk personal after considered the academic background and having release order from previous company and for marketing person proper cost analysis should be maintained according the company policies.

· Job Related Training will be required for all employees that will increase the capacity of employees effectively and efficiently. 

· Human resources department monthly meeting will be needed that will brings valuable guidelines for all department activities.  

· Communication is required with the employee on their Birthday, Marriage day or any others Sad or Happiness day that will brings employees confidence and morality.  

· From a HR point of view, it is HR utmost duty to provide training to the employees not related to their job only but also training which can help the employees to develop personally. Training will make the employees specialized in their respective tasks which will enable them to perform better and hence will lead to high organizational performance or vice versa. 

· Compensations & benefits are also related to organizational performance. Good compensation and benefits package enhance employees to perform better in their task. There is more chance for the employees  to  be  more  devoted  towards  their  work  and  hence  will  lead  to  the  achievement  of organizational goals. 

· Performance appraisal is one of the most important steps in the HR process. It is very important to review employee’s performance and provide time to time promotion and increments. Performance review enhances employee’s motivation and job satisfaction.  
6.2 Conclusion

On balance we can conclude that SMC HR must undertakes the needful actions to keep healthy relationship with the employees. If required HR must makes necessary correspondences with the management. HR must plays a vital role as a shrink and motivator of the employees to reduce any situational or psychological discomfort if anyone come across in their day to day work. Along with monitoring and guiding the total workforces, Human Resources Department of SMC may assist the employees to achieve their given individual target as well as moving towards the organizational goals. 

Thus I can finally conclude that if SMC follows the proposed HRM practice and style they will get better competitive advantage and will be able to achieve its target more effectively and efficiently in Future. 
Questionnaire
Questionnaire HR practices of SMC

Instruction
This survey provides feedback on the HR practices of SMC. It is important that you provide honest, thoughtful and candid feedback. This survey is anonymous and your responses will behold in the strictest confidence. 
Please answer all the questions and tick the appropriate box.

 Name: 

 Designation: 

 Department: 

 Length of service at SMC: 

1. Do you think SMC practices a sound recruitment and selection process to attract qualified job applicants? 

     Yes_________ No ___________

1. Would you personally recommend qualified applicants to apply to SMC? 

    Yes_________ No ___________

 3. Does SMC have a good training and development policy? 

     Yes_________ No ____________

  4. How would you rate the performance Appraisal system off SMC on a scale of 1 to 5? 

       1. Worst 

       2. Bad 

       3. Neutral 

       4. Good 

       5. Excellent 

  5. Are the objectives and policies of performance appraisal system communicated to employees? 

      Yes________ No__________ 

1. Does the performance appraisal system accurately measure employee performance? 

     Yes __________No ___________

7. How satisfied are you with the recruitment and selection policy of SMC? 

     1. Very dissatisfied 

     2. Dissatisfied 

     3. Neutral 

     4. Somewhat satisfied 

     5. Extremely satisfied 

8. How satisfied are you with the pay scale of SMC? 

    1. Very dissatisfied 

    2. Dissatisfied 

    3. Neutral 

    4. Somewhat satisfied 

    5. Extremely satisfied 

9. How satisfied are you with the training and development policy of SMC? 

     1. Very dissatisfied 

     2. Dissatisfied 

     3. Neutral 

     4. Somewhat satisfied 

     5. Extremely satisfied 

10.  How satisfied are you with the performance appraisal system of policy of SMC? 

    1. Very dissatisfied 

    2. Dissatisfied 

    3. Neutral 

    4. Somewhat satisfied 

    5. Extremely satisfied 

11.  What is the basis of evaluation performance appraisal system of the employees of SMC? 

a. criteria job related 

b. very complicated  procedure 

c. Supervisor based. 

d. Management giving importance to the performance appraisal system.

e. Others. 

12. Is the performance appraisal system based on confidential reporting? 

   Yes__________ No __________

13.  How satisfied are you with the promotion policy of SMC? 

  1. Very dissatisfied 

  2. Dissatisfied 

  3. Neutral 

  4. Somewhat satisfied 

  5. Extremely satisfied

14. Which area of Human resource of SMC is most weak and needs to make major changes? 

          a. Recruitment 

          b. Selection 

         c. Training 

         d. promotion 

         e. performance Appraisal system 

         f. Other     Pleas specify _________

15. Overall how satisfied are you working In SMC? 

    1. Very dissatisfied 

    2. Dissatisfied 

    3. Neither satisfied nor dissatisfied 

   4. Somewhat satisfied 

   5. Extremely satisfied 

16. What would you recommend SMC do to Improve their HR practices? 

           …………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
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