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CHAPTER - ONE
INTRODUCTION
1.0 PREAMBLES
The People’s Republic of Bangladesh appeared on the world map as a
sovereign state on December 16, 1971.* Bangladesh is one of the developing countries
of the world. It comprises a total land area of 1,48,393 square kilometers or 57, 294
square miles of which more than 90% is rural. Over 90% of the country's total
population lives in some 85,650 villages. The villages are grouped in to 4,472 unions
each of which forms a unit of local government and has an elected body called
“Union Parishad”. Administratively, the whole country is divided into 6 Divisions,
64 Zilas and 506 Upazilas. About 80% of the people of Bangladesh depend for their
livelihood on agriculture and related economic activities directly or indirectly in rural
areas.®
Since the inception of human civilization man did not known exactly when the
use of management organization has started. With the evolution of human civilization
there has been development in organization method and in the twenty first century
organization has taken the shape of specialized discipline. Modem management is the
result of lengthy research for healthy management of organization activities and
solution of complications. The term comprehensive management is an important

subject in all phases of administration of business organizations, religious.

AStatistical Yearbook of Bangladesh, Bangladesh Bureau of Statistics, Government of
the People's Republic of Bangladesh, 1981, Dhaka: P.3.

AMd. Nurul Alam, “Practical Management Scenario of Rural Finance: A Study of
Bangladesh Krishi Bank in Greater Chittagong District” University of Chittagong,
Department of Management; 2003, P.I.
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government, non - government, charitable organizations including even in the army
and household administration.

Persoimel Management is often termed as the nervous system of the industry as
well as business management, dealing with people at work and their relationship
within the enterprise. It aims at providing an effective organization of the men and
women who staff the enterprise enabling each of them to make his / her own best
contribution to its success both as an individual and as a member of a working group.
In fact. Personnel Management is that integral part of management that deals with the
recruitment and selection, development, compensation, utilization, retirement,
promotion, demotion, transfer, performance appraisal motivation and various types of
quirks of the persotmel, but it is not a separate part of management rather a basic
function of management permeating through all levels and all types of management.

Generally in any organization, we find two sets of people, one working for
achieving the pre - set goals of the organization, the other supervising the works of the
earlier set. These two groups are known as labour or employees and management or
employers in the literatiu'e of Personnel Management. A labour management relation
refers to labour management co - operation that is mutually cordial in solving
problems at the work place. It recognizes mutual acceptance and trust by the parties of
industrial relations for improved labour management relations as a pre - requisite for
economic growth and higher productivity. Paradoxically, it is often found that the
inevitable outcome of modem industry under capitalism is conflict - precipitating
movement for a change. Allen calls it a “Dynamic Conflict Situation” and states that
industrial relations arise out of the prime economic relationship in society, which is

the buying, and selling of labour power.
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From the view of economics and business, in fact, the hirnian being is the most
important resource / factor of an organization. Without the support of people, machine
remains idle, raw materials lie stacked, and money tied up. Likert rightly says,
“Managing the human components is the central and most important task, because all
else depends on how well it is done.” In the contemporary world, management
primarily is Personnel Management; Personnel Management plays a very important
role in establishing healthy labour management relations through such important
operational areas as efficient performance of personnel fimctions, appropriate
executive behaviour, proper motivation, time honoured, grievance handling, healthy
communication and appropriate workers participation in management. So, our
industrial and economic development depends upon the efficient and effective
Personnel Management practices to a considerable extent.”

Dr. George S. Odiome, Professor of Management and former Dean of the
School of Business Administration at the University of Massachusetts, Amherst, has
developed a useful and prescriptive strategy for assessing the human resources of the
firm. He has done this on lines of the famous portfolio analysis. The dimensions of the
human resources portfolio matrix have the same form as for product and market
portfolio, except that the two dimensions comprising grid are related to the important

aspects of human performance and potential.

N Md. Abu Taher, Personnel Management Practices in Bangladesh (A Case Study
of Khulna Hard Board Mills Ltd**) Vol. 21, No. 1, January - March 1992,
Bangladesh Management Development Center. 4, Sobhanbag, Mirpur Road, Dhaka -
1207: PP. 67 - 70.
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A HUMAN RESOURCES PORTFOLIO

<> Figure no .It Human Resources Portfolio, Source: P.N.
Singh, Training for Management Development,
Suchandra Publications Ltd, New Delhi: P. 28.

Job performance refers to the actual achievements of the individual compared
with the objectives of the job. Potential refers to the likelihood of the jobholder
making a future contribution to the employing organization. The two - by - two grids
give four types of employees.

a. Deadwood: Employees under this category are incompetent, unsatisfactory
and wholly unsuitable occupants of their present positions. They have low potential
for growth.

b. Work Horses: These are the people who have reached their peak of
performance in the light of definitely limited capacity 79% of more then 1500
managers in Dr. Odiome study were found to be in this category by their assessors.

c. Stars: These are the people of high potential who are performing at the
highest quadrant of their potential 15% of managers assessed in the same study were

positioned in this category.
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d. Problem Children: These are people who have great potential and genui
capacities who are working below that capacity or only with mixed results. In some on
stances they divert their energies it making mischief, engaging in harmful actions, or
in being too easily diverted into trivial or wasteful uses of their talents/*

Economics and banking are complimentary to each other. All economic
activities center around banking management unfair business practices prevailing in
the economy automatically affect the management of the banking sector. Because all
activities of bank are closely related with the economy that is why there is a need for
good management in the banking industry. Now there is question what is meant by
good banking.

Bank is such financial organizations where people deposit their savings and
banks lend money to people against that deposits.

Bank is a unique creation, a surprise to the world and a blessing to mankind we
will call a system as a good banking where everything is done according to plan and
the customers receive nice lively flawless, quick service and where there is no unrest
and sound working environment is present and the bank also must have pleasant
relation with the Central Bank.

We can also write this in a different way. The following conditions exist in a
good bank:

I. All action is done according to prescribed procedure.

ii. The higher and lower level employees of the bank are experienced, honest,
reasonable, sympathetic, farsighted, man of personality, aggressive and pleasing
personality.

~P.N. Singh, Trainingfor Management Development” Suchandra Publications, and
New Delhi: 5th Edition, PP. 28 - 29.
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iii. Existence of constant nice interesting and healthy environment.

iv. Respect and compromising attitude towards Central Bank and the
corresponding amiable relation by the Central Bank towards the Commercial Bank.

v. Customers also receive quick and friendly service.

vi. Team spirit exists among all the employees of the bank.

vii. Correct attitude and correct approach are evident in a good bank.

Sophisticated Personnel Management is needed to maintain the above features,
because the economy of the twenty first century will depend on E - Economy or E -
Commerce. So the bank in Bangladesh must be adapted to this environment and the
bank must adjust them quickly.

If the bank performs their activities efficiently the economy of the country will
be benefited and collectively the nation will be benefited also. A diagram can depicted

this as follows.

PRODUCTION AND SERVICE LINE

Pi

"N

a f fi X
<> Figure no. 2, Production and Service Line, Source: The views
Expressed in the Figure are Authoress Own.
Let us assume the customary service of bank, which is their production, is
represented by pf line and the production of the country is represented by xy line. Any

amounts of production on abe point represent optimum production but of the
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substandard service of the bank in the production in Bangladesh exists any where
below pf at point D. For the development of the country the production line must
move to the right through the use of banking service and if possible the pif] line,
which represents bank service, must be moved to the right through the use of better
service.

A major area is of Personnel Management. So researcher did not include all
area of Personnel Management. Researcher included in her research, recruitment and
selection, training, (management training needs and evaluation of training)
performance appraisal, promotion, demotion, transfer and motivation.

1.1 DEFINITION OF THE TERM USED
1.1.1 Definition of Personnel Management

No definition can be expected to describe fully any concept or subject. It can,
however, serve as a springboard for fruitful analysis and amplification. With these
thoughts in mind. Personnel Management is defined here as follows; Prof-Jucius has
defined persoimel administration as: The field of management which has to do with
planning, organizing, procuring, developing, maintaining, and utilizing, a labour force,
such that the-

a. Objective for which the company is established is attained economically and
effectively.

b. Objectives of all levels of personnel are served to the highest possible degree.

c. Objectives of society are duly considered and served.®

Edward Flippo states: Persormel Management is the planning, organizing.

*Micheal J. Jucius, Ph.D., Personnel Management”™ Richard Irwin Inc. Homewood,
[llinois Irwin Dorsey Limited Georgetown, Ontario: Printed in the United States of
America, January, PP. 2-3.
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directing, and controlling of the procurement, development, compensation,
integration, maintenance and separation of human resources to the end that individual,
organizational and societal objectives are accomplished »

From the above definition it can be understood that the aim of the

a system of establishing a supervisory method for directing the
work of the employees. Another peculiarity of the above definition is that good
would help them to utilize their experience and ability
in full length. Not only that, giving of highest personal satisfaction and collective
satisfaction will be achieved through this way of working system.
1.1.2 Evolution of Personnel Management
The modem concept behind present Personnel Management did not come - up
overnight or is not due to the endeavor of one man or one organization. Rather,
modem Personnel Management is the result of long time research, investigation,
labour, intellect and evolution. In this respect the names of three flourished persons
may be mentioned. One of them is MAYER ROMFIELD * the Creator of
Personnel Management Movement. Another is REBERT OWEN ” who is called
the Father of Personnel Management. The last one is SYRICE* who recognized the
importance of Human Relation, Motion Study, Layout and Use of Equipment.

Let us analyze the historic evolution of human resources. The thought of
gradual progress of evolution of management and human resources are as follows:
*C.B.Mamoria, Personnel Management™ Himalaya Publishing House, and Bombay:
1993, P.8,

A Dr. Md. Ataur Rahman, Modern Personnel Management, Uttara Publications,
Elephant Road, and Dhaka: P. 8.

* Claude S. George, Jr. Bangla Translation of The History of Management Thought,
Copyright - (c) Prentice Hall: 1972; PP. Eight -Thirteen
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I. Before sixteenth century the matter would have been considered from th
Paternal Point of view. To get things done by engaged or devoted someone meets his
/ her demand like some extent of paternity without giving any responsibility upon him.
This system or practice is seem in many family controlled organizations or businesses
still now.

ii. After industrial and commercial evolution of sixteenth and seventeenth
century human resource in production and trade is begun to treat as an Association in
Europe.

iii. The humanitarian problems created by industrialization were taken into
consideration and put importance in the eighteenth century; with a view to solve the
problems related to human resources make welfare for labours Welfare Secretary
was created.

iv. In nineteenth century when the establishment of large industries and
organizations started and just then the matter of human resources management was
started to be given importance. In case of techitique of management of human
resources the Differential Piece Rate System of Frederic W. Tailor brought a
theoretical concept in the field of production, which is a bit progressive management
technique to the employees as regards more scientific management.

v. In twentieth century the government guidelines, fixation of minimum
wages, conditions of work as regard, trade union, human relation, resolution of
conflicts and many other matters were established including secured environment
regarding labour. In this century the ideas of treating human resources as Capital was
invented.

vi. The clear demand of twenty - first century is human resource management

or a human resource is a strong ingredient to leam. This can be made a theory of
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helping ingredient (FACTOR) in the creation of resources of Nation, Organization or
Person’.

According to French, modem personnel human resource management has
emerged from nine interrelated sources:

I. Report technological change, which increased the specialization of labour
associated with the industrial revolution;

ii. The emergence of free collective bargaining with constrains established for
both unions and employers;

iii. The scientific management movement;

iv. Early industrial psychology;

v. Governmental personnel practices growing out of the establishment of the
civil service commission;

Vi. The emergence of personnel specialists and the grouping of these speciali
into personnel departments;

via. The human relations movement;

viii. The behavioural sciences;

ix. The social legislation and court decisions of the 1960* and 1970s*

Some authorities have preferred to study the growth of Personnel Management

on the basis of the classification given next page in figure no.3.

AThe Daily Sanbad, Dhaka: Sunday, 8 September 2002

*Wayne f. Cascio, Managing Human Resources, Productivity quality of work life
profit, McGraw - Hill Book Company, PP. 237 - 238.
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STAGE OF THE EVOLUTION OF PERSONNEL MANAGEMENT

Industrial Scientific Paternalistic Industrial
Relations Management ERA Psychological
ERA ERA ERA
Personnel Behavioral
Specialists ERA Science ERA

<> Figure no. 3, Stage of the Evolution of Personnel Management
Sources: lbid. P. 79.
1.1.3 Human Resource and Its Utilization
The intentions of the management of modem human resources are Man,
Material, Machine and Money. By ensuring the effective use these factors to utilize
the contribution of men for tactical, social and morally organization production. In this
regard four objectives and activities have been selected. Those are: i. To involve
the employees in the opening activities and to engage them giving importance to make
the internal and external objectives; ii. To ensure co - operation of work in the
development of organization of human resources development; iii. The third objective
is social: through this, security is to be ensured and the problems of environment are
toke solved; iv. The fourth objective is person: through this, persons contribute to
“Create Value” in organizations; and through the execution of above working

procedures resources for nation, organization and employees are created.®

The Daily Sanbad, Dhaka: 8 September 2002.
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1.1.4 Model of Personnel Management

There are various models of management of activities of human resources
department. The most effective working system is like this: i. Planning of Human
Resources: Which will be produced technically, ii. Selection: Have the most eligible
employees, iii. Induction and Training; To build the confidence of the appointed
employees, iv. Development: Continuous Professional Education (CPE) v. Selection
of Quality: To appoint proper employees and to keep them working and to retrench
the unproductive employee, vi. Wages: To provide wages for creating value.”

In recent years there has been relative agreement among human resource
management specialists as to what constitutes the field of human resource
management. The model that provided the focus was developed by the American
Society for Training and Development (ASTD). In this study, ASTD identified nine
human resource areas:

I. Training and Development,

ii. Organization and Development,

iii. Organization / Job Design,

iv. Human Resource Planning,

v. Personnel Research and Information Systems,

vi. Compensation / Benefits,

vii. Employee Assistance,

viii. Union / Labour Relations.

The Daily Sanbad.

“ David A. Decenzo, Stephen and P. Robbins, Personnel Human Management
(Third Edition), Prentice - Hall of India Private Limited, New Delhi: PP. 7- 8.
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These nine areas have been termed spokes of the wheel in that each area
impacts on the human resource outputs: quality of work life, productivity, and
readiness for change. Figure no. 4, is a representation of this model, and the focus of
each spoke.

HUMAN RESOUECE WHEEL

«>Figure no. 4, Human Resource Wheel, David A.
DecenzOf Stephen and P. Robbins, Personnel Human
Management (Third Edition), Prentice ~Hall of India
Private Limited, New Delhi: P. 8.
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1.1.5 Foundation of Personnel Management

The three important sides of Personnel Management are:

i. Cooperative and sensitive Chief Executive.

ii. Well planned programme.

iii. The written rules, principles and objectives to be used in different stages
supported by authority and employees.

Personnel Manager is to bear in mind that an employee is a member of several
organizations such as:

i. Member of society as citizen of the country.

ii. Member of organization as its employee.

iii. Member of union, etc.

It is natural to have the obedience of an employee toward all these organizations.

The Personnel Manager is to take after these relations of the employees. Personnel

Manager is the representative of the organizations to the employee to the company.*”

Dr. Habibullah, Op. Cit. P. 348 - 349.
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1.1.6 Functional Areas of Personnel Management

15

The functional areas of personnel management figure no. 5 shown is below:

Organizalion Staffing Wages
Planning Aiid  And And
Development Emploj Salar\'
ment administ
-ration
Training And
Determining Development
Organizational .
Needs Ope.ra.tlve
Training
Planning _
Designing & Executive
organizational De\elopment
Structure
Designing/
Development of
Manpower
Interpersonal Plamii
Relationship amiing

Recruitment

Selection

Placement

Promotion

Transfer

Induction
Orientation

Separation,

LE.

Discharge
Dismissal
Retirement

Resignation

etc.

Chief Personnel Executive

Employee
Ser\ice

And

Benefits

Motivation

Non-
Financial
Incentives

Satisfaction

of Social
Psychologi
cal Needs

Job E\aluation

Incentive
Compensation

Wages/ Salary
Programmes

Maintenance of
Pav Rol!

Performance
Appraisal

Employee
Records

Collection
of Data

Analysis of
Data

Developing
Information
For
Decisions

Safety

Employee
Counseling

Medical
Services

Recreationa
1And
Welfare
Services

Benefits
Leave
Pension
Gratuity
p.f. and
otlier
supplement
arv items

Labor
Relation

Grievance
Handling

Implementa
tion of
Collective
j,abor

Iws

Collective
Bargaining

Discipline

Personal
Audit
Research
Etc.

Moral
Surveys

Record
Keeping

Evaluation
of
Personnci
Programme

idendfica
tion of
Needs
and
Areas of
Chance

1Jevelopme
nl of More

Appropriate
Programme

<> Figure no. 5, Major Functions and Subfunction of
Personnel Management, Source: C.B. Mamoria,
Personnel Management, P. 52.



16

Dhaka University Institutional Repository
1.2 OBJECTIVES OF THE STUDY

Modem age is the age of competition. Competition is seen in each and every
comer of the world. Banking Sector is not above it. As a result, Janata Bank, which is
a Nationalized Bank, faces competition witli other Nationahzed Banks. To survive in
the competition, bankers need to achieve education about different tactics and
technological knowledge that can be leamt from various techniques of appropriate
Personnel Management. The objectives for which the study on Personnel Management
of Janata Bank were done are as follows:

i. To fmd out the bad and good sides of the present recmitment and selection
system.

ii. To see the method of recmitment and selection policy.

iii. To find out the turnover tendency of the employees.

iv. To see the level ofjob satisfaction.

v. To identify in Janata Bank whether the employment is based on Job
demands i.e. job specification.

vi. To see the period of recruitment and selection policy and suggest
/[recommends possible ways of making a better selection procedure to apply
recmiting techniques followed in the Janata Bank.

vii. To know the attitude of the executives of the Janata Bank towards training
and the needs of training to the bank,

viii. To examine whether the training activates is contributing towards
achieving the training goals of the bank or not.

ix. To collect opinion from all the interested sections of the bank about how the
training may be made consistent with the other management training needs to make

the training effective.
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x. To kiiow the authority responsibilities for analyzing management training
needs.

xi. To know the method of assessing training needs.

xii. To know the method of evaluating management training programmes.

xiii. To collect aspect of training covered in evaluation.

xiv. To know utility of evaluation feedback for subsequent management
training programme.

xv.To gather opinions / suggestions from the appropriate bank personnel
suitable for making the training needs effective.

xvi. To provide the bank authority with a conclusive suggestion regarding the
management training needs.

xvii. To analyze the existing performance appraisal system and practice in
Janata Bank.

xviii. To know the employees opinion about the existing performance appraisal
system.

xiXx. To find out the merits and demerits of the existing performance appraisal
system.

xx. To determining training need for further improvement in performance.

xxi. To find out the Management by Objective (M.B.O.) Processes that exists
in Janata Bank.

xxii. To know the period of performance appraisal.

xxiii. To know the purpose of performance appraisal.

xxiv. To determine the acceptability and reliability of the performance
appraisal.

xxv. To know the reasons for inaccuracy of perfomiance appraisal.
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xxvi. The overall objective of the study is to find out the strength and weakness
of the performance appraisal system and put suggestion and recommendation to make
the system more effective. So that it can contribute to human resource development
process of the organization.

xxvii. To see the type of promotion.

xxviii. To see the vaUdity of present promotion policy.

xXix. To see the criteria of promotion.

xxx. To see the “why not the best people are not promoted”.

xxxi. To see the importance of annual confidential report and assessment in
respect of promotion policy.

xxxii. To see what factors are considered to determine promotion policy.

xxxiii. To be acquainted with and acquire practical knowledge regarding
demotion and transfer policy of an organization.

xxxiv. To develop and recommend appropriate promotion, demotion and
transfer system for Janata Bank.

xxxv. To understand the level of motivation among the employees of the Janata
Bank Head Office.

xxxvi. To know the dedication towards work, time management, responsibility
and other managerial techniques that are needed to be a successful executive in the
business world.

xxxvii. To have the practical experience of working in one of the biggest
Nationalized Commercial Bank such as Janata Bank of Bangladesh.

xxxviii. To understand the fmictions those are carried out by the bank and to

understand the procedure in wliich these functions are carried out.
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XXXIX. To suggest the management of the bank with some recommendations
that the management can identiiy some of the faulty areas of motivation in the
organization and initiate necessary steps to bring changes in those areas.

1.3 ASSUMPTIONS OF THE STUDY
The assumptions of the study are as follows.

i. Decision regarding promotion, demotion, salary, training, placement,
transfer, reward and punishment are taken on the basis of performance appraisal of the
employees.

ii. Formal performance appraisal system exists in all the departments in the
organization.

iii. All employees can be motivated properly if the performance appraisal
systems are used effectively.

iv. Employees behaviours and performances need to be controlled and
monitored by their superiors. Employees are conscious about their performance
appraisal system.

v. The motivational tools that are absent in the bank are the environments of
manual work, service rule, circular from Head Office, training programme of the
Training Institute, conference of the senior personnel of bank, meeting at different
levels, incentives, provision of bonus, promotion and etc.

vi. May be general traditional recruitment and selection procedure exists in the
bank.

vii. May be the level ofjob satisfaction is not satisfactory.

viii.May be promotion, demotion and transfer policy depending on
competency, seniority, qualification, and experience and on annual confidential

reports. (A.C.R.)
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IX. To implement the policy it is necessary to depend on some techniques
order to identify the necessity of training. Most probably these technique are not
present in the bank. The effect of the training depends on designing of works,
implementation of works and at last on the valuation of works. The researcher doubts
whether importance are given on valuation during the time of training or not.

1.4 IMPORTANCE OF THE STUDY

Researcher expected favorable results in the field of Personnel Management
and resolve the complications in effective use of manpower as a result of this study.
As a result evaluation job satisfaction and motivation of the employees can be
achieved. Consequently the rate of employee's absence and employee's turnover will
be reduced, which will result in better service to the customers. Because tlie bank must
always keep in mind that it is not the customer but the bank will go to the customer.
Lot of cost savings will be achieved and different problem will be solved easily.
Besides, all activities related to Personnel Management will be easy.

In the early civilization society there was no organizational concept, no
recruitment and selection policy. After industrial revolution in England i.e. last part of
18* centiu™ organization get a better shape and for achieving institutional goal
required a recruitment and selection policy. EKiring 20*“ and 21** century
organizational concept along with management concept are so rich that no one thinks
an organization without these two.

Banking companies’ today need employees who are committed to their
organization employees who identify with the organization’s values and goals and
treat their organization like their own. So, that recruitment and selection process in the
organizations are usually envisioned as a series of hurdles like, processing of

applicant’s complete application form, use of various selection tools to screen out
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applicants, interview to make the final choice etc. To make the process reliable, valid,
effective, and free from negative decision- the one of best vay should be the analysis
and evaluate the recruitment and selection process of the Janata Bank.

Skilled manpower is the integrals part of an organization and main factor of
survival. Effective human performance is only possible when right people are selected
for right type ofjobs for right period and when they are given job related training they
are developed to their frillest capacity. Selection is one of the important keys in the
area of business fimction. An organization’s effectiveness and achievements depend to
a large extent upon the ability of efficiency of personnel department. For staffing all
capacities in order to reach this objectives the organization’s manpower need to
recruitment of good personnel, requires careful planning and coordinating recruitment
selection policies. Best possible qualified personnel will be required and eligible
candidates will receive fair of proper consideration for each vacancy. So, recruitment
and selection is the most important step for any organization.

Performance appraisal functions comprise a valuable management assessment
tool and superior employee motivation weapon. It enables a company to strike a
workable balance between the company’s need for qualified and trained personnel and
the employee’s need for feed-back and motivation. The system has a close
relationship between organization goals and individual performance. To a company,
good people are like diamond; hard to find hard to shape and hard to be polished.
Hiring right people for the right job is the most critical challenge to a company.
Among the most expensive mistakes the company can make is hiring the wrong
people for the wrong reasons, placing individual in positions for which they are ill-

equipped or promoting employees to the levels of responsibility that they cannot
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handle. It acts like blood infusion where the receivers and donors’ blood must match.
Otherwise mismatch will lead to complications.

Through performance appraisal techniques, we can discover the “Real
Diamonds*’ in an organization and polish tliem to a dazzling brilliance. In today’s
competitive climate, we must analyze and capitalize on this potential v'ath a carefully
designed system of performance appraisal.

Employees are the most valuable assets of an organization. One of the most
important qualifications of a superior boss (Appraiser), regardless of level is the
ability to train and treat people in a maimer that wins the confidence and brings good
result. A good superior has to know his employees as individual. He considered each
employee’s performance, his / her interest, makes up his / her environment in
developing his / her work force. It promotes the employees’job satisfaction and moral
strength, because he / she knows that his superior is interested in her / his progress and
development,

Janata Bank is the largest Nationalized Commercial Bank in Bangladesh. The
progress of the bank depends on its employees. So, they have to be satisfied with the
appraisal system. If they don’t get satisfied with the system, their job satisfaction level
will be very low. And it may be the main reason for the high rate of turnover.

Promotion is the most important aspect for an employee, because promotion
increases the financial position and the social stams of an employee. On the other
hand, motivation is a hidden idea. The person who will be able to bring out that
hidden idea he / she will be influenced by his / her activities. For this vroom has cited
in his expectancy theory co-ordination between the expectation and the getting of a

person.
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The researcher has expected that her research about this study will increase the
beauty in the field of Personnel Management of Janata Bank and also in the field of
qualitative, standardizations and quantitative aspects.
1.5 LIMITATIONS OF THE STUDY

The problems that were encountered by the researcher for collection of data
during the survey time are as the following:

I. Sitting Arrangement: Taking interview of persons from the level of Senior
Clerks up to the level of Senior Principle Officers (S.P.0.) was not possible due to the
shortage of place, because they could not make arrangement for a sitting place.
Though persons of executive level had their place to sit, it was not always possible to
take the interview due to gathering of the people. Moreover, they had more of the
attitude to avoid an interview.

ii. Security: None of the officers and employees was open and clear - hearted
persons. Many of them thought that the information is secret and therefore did not
want to reply on them. Those who gave replies declined to tell their names.

iii. Conception of Respondents: The greatest problem arose in connection
with the questionnaire. The reason was that most of the officers and employees had no
idea about the matters with which the questionnaires were prepared.

iv. Preliminary Information: The researcher had to face a great problem to
collect the information. The researcher took a letter from the supervisor and met with
the Managing Director of Janata Bank. After many days of receiving the letter, the
Managing Director sent the researcher to the Administration Department.
Accordingly, the researcher contacted there with the appropriate official. The
appropriate official also took about one month and then he permitted her to collect the

preliminary information. When the researcher took the interview of the concerned
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people and would collects the information from them the researcher felt very uneasy
due to the irresponsibility’s of the concerned people. Yet then the researcher had to
collect the information by meeting the same persons several times. The reason was
that the questionnaires made on the observation were made in such a way that many of
the information could be collected from the primary sources.

v. Secondary Source: The researcher had to collect the information from the
secondary source keeping her eyes on the nature, aim and on the related facilities. But
there was a great gap of organization and well placement of data in the secondary
level. As aresult, in many cases the expected infonnation could not be reflected well.
The number of books, journals, bulletins and documents were so less that too much of
hardships were undertaken for collection of information on the subject in secondary
level.

vi. Experience: The problem that is to be faced by the womenfolk in the
society governed by male, tlie researcher had not been spared from that. Some of the
experiences had been so much of embarrassment that the researcher faced many
problems to continue the interview. Even then the researcher through her behaviour
and perseverance ended up their wrong ideas and then interviewed them,

vii. Topics: The topics that are covered in this study are vast and varied. It is
not possible to cover every aspect of the topics due to the dynamism and diversity of
the subjects.

viii. Talking to Officers: It was difficuh to manage time from the officers for
interview in order to collect information. Most of the time the officers were busy with
their day - to - day works in the bank.

However, after so much of hindrances the researcher had finished her work

on her observation and collected the information by the Great Mercy of the Almighty
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Allah, the lord of the words and for that the researcher remains grateful to the Greatest
Merciful ALLAH.
1.6 ORGANIZATION OF THE STUDY

This study has been undertaken as partial fulfillment of the requirement of
“Master of Philosophy (M Phil) in Personnel Management.” The study is
presented in ten chapters.

I. In the first chapter, researcher has presented the introduction and research
problems.

ii. Chapter two spells out the research procedures used to obtain information.

iii. Chapter three takes up the situation context of research where the researcher
has discussed the enterprises and their environment.

iv. Chapter four incorporates a comprehensive analysis of different components
of recruitment and selection policy’s system as sketched in the model respectively.

v. Chapter five includes training needs and training evaluation.

vi. Chapter six is analysis of performance appraisal’s different areas.

vii. Chapter seven incorporates of promotion, demotion and transfer policy.

viii. Chapter eight includes Maslow’s need hierarchy theory and Herzberg’s
two - factor theory or motivator - hygiene theory.

ix. Analysis and fmdings of recruitment and selection, training, performance
appraisal, promotion, demotion, transfer and motivation include in chapter nine.

x. Finally, chapter ten presents conclusion and suggests way and means to
improve existing Personnel Management system recruitment and selection, training
(Management training needs and evaluation of training), performance appraisal,
promotion, demotion, transfer and motivation in Nationalized Commercial Bank such

as Janata Bank in Bangladesh.
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CHAPTER - TWO
METHODOLOGY OF THE STUDY
2.0 INTRODUCTION

With a view to conducting a research study, what is necessary is to design the
research iramework and select the appropriate research methodology. A research
design is simply a framework or a plan for planning for a study that may be used as a
guide in collecting and analyzing data. On the other hand, the research methodology is
a way to systematically solve the research problem. Methodology means the
tmderlying principles and rules of organization of a philosophical system or inquiry
procedure. There are various methods of conducting socio - economic research,
particularly in the light of the set research design such as interview method,
observation, desk study method, case study method, historical method, statistical
method and a like.

This chapter basically presents the methodology of the study which includes
sources of data, sample design, organization of fieldwork, methods of data collection,
data processing, techniques used in data analysis, etc.

2.1 SOURCES OF THE STUDY

The data for the study were collected both from the secondary and the primary
sources. The researcher was always careful about the objectives of the study and
collected data accordingly to accomplish those objects.

2.1.1 Primary Sources

The primary data were collected from the Head Office and the Training
Institute of Janata Bank. The data were collected basing on discussion, meetings and
interview with the employees and executives involved in Janata Bank and by

administering a structured questionnaire on the respondents, officers and employees of



27

Dhaka University Institutional Repository
Janata Bank. Hearing discussions and holding meetings with the authorities of the
Head office and the Training Institute also collected some information.
2.1.2 Secondary Sources

The data collected from the secondary sources were required to fulfil one of the
objectives of the study. The sources of the secondary data are circulars, petition of
compliant, bank journals, publication of record, bank related different newspapers,
presidential order, book - lets, statistical yearbook of Bangladesh and various books
on Personnel Management etc.
2.2 SAMPLE SIZE

To make the study free from any bias decision, a good number of steps have
been taken to design the sample appropriate for ensuring the reliability of data. The
steps taken in that regard are discussed below:
2.2.1 Selection of the Respondents

Random sampling techniques are used to select the sample respondents. The
researcher distributed tlie questionnaire to 100 respondents of the Head Office. She
got the response from 50 persons among them. (A Response rate of 50%) The
researcher distributed the questionnaire to 35 faculty members of the Training
Institute. Among them 20 persons responded. The researcher selected the appraised
(Employees) and the appraiser (Superiors) from the 50 persons who responded from
the Head Office. The information that was collected by the researcher from the
officers category and the employees of the Janata Bank, are discussed below

gradually:
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TABLE NO. 1

Age of the Respondents

Age of the Respondents No. of Respondents Percentage
Above 45 Years 15 30%
40 - 45 Years 10 20%
35 -40 Years 25 50%
Total 50 100%

Table no.l, shows that 50% respondents were above the age group of 35- 40
years and 20% falls in the age group of 40 - 45 and rest the 30% falls in the age group
of above 45 years. It indicates that maximum respondents (50%) were found above the

group of 35 - 40 years.

Graph no. 1, Age ofthe Respondents

TABLE NO. 2

Sex of the Respondents

Sex of the Respondents No, of Respondents Percentage
Male 45 90%
Female 5 10%

Total 50 100%
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It appears from Table no. 2 that among the respondents 90% were male and

10% were female. It indicates that maximum employees male of Janata Bank.

Sex ofthe Respondents

0O Male
g Female
Male Female
Graph no. 2, Sex ofthe Respondents
TABLE NO. 3
Education of the Respondents
Education of the Respondents No. of Respondents Percentage
Degree 10 20%
Master Degree 40 80%
Foreign Degree 0 0%
Total 50 100%

Above Table no. 3, shows that only 20% respondent’s education level was
degree, and 80% respondent’s education level was a master. Respondent’s a foreign
education degree was nil. It indicates that maximum respondents (80%) were found

having master degree.
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Education ofthe Respondents

O Degree
m Master

O Foreign

80%

Graph no. 3, Education ofthe Respondents
2.2.2 Selection of the Study
The researcher talked with the supervisor for selecting the study and at the
same time consulted related research works, articles and bank magazines. The
supervisor selected the researcher to adopt the following topic: PERSONNEL
MANAGEMENT IN BANKS 1 CASE STUDY ON PERSONNEL
MANAGEMENT OF JANATA BANr»
2.2.3 Selection of the Sample from Division
The researcher selected 20 Divisions of Janata Bank depending on the Head
Office for this study and an interview was taken from the members of the faculty for
preparing the questionnaire of training. Those Divisions are as follows;
i. Administrative Division
ii. Public Relation Division
iii. Disciplinary Division
iv. Employees Welfares and Appeal Division
v. General Credit Division -1 (GCD - 1)

vi. General Credit Division - 2 (GCD - 2)
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vii. General Credit Division - 3 (GCD -3)
viii. Rural Credit Division
ix. Rural Credit Inspection Division
x. Accounts Division -1
xi. Accounts Division - 2
xii. General Banking Division
xiii. Branches Division
xiv. Employees Fund Management Division
xv. Classified Advance Division
xvi. Legal Division
xvii. Reconciliation Division
xviii. Engineering Division
xix. Inspection and Audit Division (General)
xx. Special Inspection Squad Division
2.3 DATA PROCESSING AND ANALYSIS
Completing the fieldwork the following procedures were taken by the
researcher for processing and analyzing the collected data.
2.3.1 Data Processing
The processing work included editing, coding, manual tabulation of the
surveyed data.
Editing:
Editing was done in order be sure that the interview schedule was correct and

fully satisfactory. The researcher herself completed this.
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Coding:

Coding of the questions were involved by editing for which code cards were
made.
Tabulation:

The researcher has done tabulation manually. One - way. Tables were column -
wise made to include such items as recruitment and selection, training (Management
of training needs and evaluation of training,) performance appraisal, promotion,
demotion, transfer and motivation.

2.3.2 Techniques of Data Analysis

The techniques of analysis of data were adopted in keeping with the objectives
of the study. The tools and teclmiques used in analyzing the data in this study were
mostly simple statistical and mathematical. Statistical tools included percentage,
simple arithmetic mean and the like, while mathematical techniques comprised ratio,
chart and graph. Simple tabular techniques were used in the study to classily the data
into meaningful categories. The sample households of the study area were categorized
into different classes of Personnel Management, and for each class data were
classified separately to obtain meaningful results.

2.4 ORGANIZATION OF FIELD WORK

Fieldwork is an important aspect for collecting valuable data of the study. The
researcher prepared the interview schedule for collecting the primary data from
fieldwork by consulting with the supervisor about the aim and scope of the study.
Different types of interview schedule are prepared for interviewing from the level of
Senior Clerk’s to tlie Officer’s up to the level of Deputy General Manager (DGM).
Appraised (Employees) and appraiser (Superiors) were selected from among and

accordingly the questionnaires were prepared for performance appraisal. On the other
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hand, for preparing the questionnaire of the training the researcher took the intemew
of the faculty members and the trainees of the Dhaka based Training Institute of the
Janata Bank.

The questionnaires were designed systematically so that the respondents could
collect the information in consistence with the questions systematically. There were
three types of questionnaires: (a) Open (b) Closed (c) and Scaling. The open
questions are particularly useful in exploratory inquiry where new ideas and
relationships are sought. The researcher used a diary and there she would write the
day - to - day experience and information that she would gather from the field. At the
time of taking information the researcher marked suspense on the faces of the
respondents though they were infonned earlier that everything would be kept secret
about their interview and identify. In her research the researcher prepared
questioimaires, depending on different areas for the management of personnel.
They’re the recruitment and selection policy, training, (needs of training and
evaluation of training) performance appraisal, promotion, transfer, demotion, and
motivation etc.
2.5METHODS OF DATA COLLECTION

The researcher herself collected the data required for the present smdy to be
based on the following shows:

I. Library Work

Library facilities were utilized from time to time in order to study the available

literature on the contemporary theories, concepts, research works, related books and

articles of the Personnel Management.
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ii. Examination Records and Documents of Office

Examining the various records also collected data and documents kept in the
Head Office and data were collected theory Training Institutes in Dhaka Division,
aimual reports, bank parikrama etc.

lii. Field Survey

Before various employees and officers of the Janata Bank and them duly
obtained going into the field survey, permission to the relevant authorities for the
release of the data and information survey has done for collecting the data.

In collecting primary data and information, the researcher used interview
schedules, keeping in mind the objectives of the study and required information and
data; efforts were made to design the schedules with utmost care. Attempts were made
to phrase the schedules in simple language to avoid vagueness and ambiguity and to
use neutral words. The interview schedules were developed in consultation with some
of the research scholars and the supervisor of the study. The respondents designed
them in Bengali and English for convenience of understanding. The interview
schedules were not entirely structured, with a view to involving the respondents in
open discussion. Before finalizing the interview schedules, a pilot survey was carried
out.

At last the questioimaire were designed in two methods for taking the
interview. In the first part of the questionnaire there were the name and addresses of
the employees and the officer’s experience, period of service, educational
qualifications etc. And in the second part there were different types of questions on
the subject of recruitment and selection, training, performance appraisal, promotion,

demotion, transfer and motivation. Same types of questionnaires were prepared for
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interviewing the Senior Clerk’s and the Officer’s up to the level of Deputy General
Manager (DGM.). The researcher used the following techniques for the fieldwork,
a. Direct Personal Interview

With the help of pre - tested interview schedule, the direct personal interview
was undertaken by the researcher herself to collect necessary primary data and
information from the respondents. The direct interview method provided and
opportunity of direct face - to - face verbal interaction between the researcher and the
Respondents. The direct personal interview is expected to ensure a good response
from the respondents.®

Gordon lists five major advantages of the interview;

I. It enables the investigator to obtain desired information more quickly.

ii. It permits the investigator to be sure that respondents interpret questions
properly.

iii. It allows greater flexibility in the process of questioning.

iv. It facilities much more control over the context of questions and answers.

v. Information can be more readily checked for it’s validly on the basis of non-
verbal cues by the respondents.®

The researcher prepared the questionnaire very easily by taking direct personal

interview.

‘ Md. Abdul Hye, Acceptance and Use of Budgets by Managers of Nationalized
Industrial Enterprises in Bangladesh, Unpublished Ph.D. Thesis (Dhaka: University
of Dhaka, 1982), P. 39

ARaymond, L. Gordon, Interviewing: Strategy, Techniques and Tecties (Homewood,
Illimons: Dorey Press, 1969) PP.52 - 54, Quoted in James A. Black and Dean j.
Champion.
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For collecting the information the researcher took the interview of the Senior
Clerks and the Officers up to the level of General Deputy Manager (DGM). Among
them the officers up to the level of executive cited about different problems in the
management of bank and the others cited about the different problems of the office.
On the other hand, the appraised (Employees) cited about the law and principles of the
office. The trainees and faculty members discussed the different ways and techniques
of developed training,
b. The Observation Method

The observation method has been defined by Black and Champion as a process
of watching and listing to other persons’ behavior overtime without manipulating or
controlling it and recording findings in ways that permit some degree of analytical
interpretation,” This method allows the researcher to record the activities and behavior
of the respondents without being noticed so that a kind of neutral view point on the
respondents can be obtained without intervention or interference of management.

Observation is one of the important modes of acquiring in social sciences. The
investigator is primarily a discoverer and his / her main source of information in his /
her own experience derived from observation and experiments. Observation comprises
the recording of data as they come to the notice of the investigator when he / she plays
largely a passive part. It consists in collection of facts in the direct knowledge of the
investigator. It is, however, more than merely seeing tilings; it is really seeing with a
purpose. Itis, in fact looking closely and purposively at the situation as a whole and at

the same time taking in the results without completely losing oneself in the situation.

A Black and Champion, Method and Issues in Social Research, New York: John
Wiley and Sons, 1976. P. 330.
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Among the various types of observation methods, the researcher followed the
participation observation method and it was virtually made viable through the
freestyle interviewing and maintaining a diary during the period of observation. The
respondents were mostly interviewed at their leisure when they were relaxed and
hence naturally were prone to some informal discussion. All these matters were duly

observed and recorded in the diary kept for the purpose.
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CHAPTER - THREE
AN OVERVIEW OF JANATA BANK
3.0 BACKGROUND OF JANATA BANK

After the emergence of Bangladesh United Bank Ltd.* and Union Bank Ltd.*
were merged together under Presidential Order (P.O. No. 26) in 1972 and formed the
Janata Bank Ltd. »

It is not clear why the name *“Janata” was chosen for the bank, but it is
presumed that the name was chosen to represent the services to be rendered to
“Janata” whose Bengali meaning is the “Public” or “Citizen” of the country.

Janata Bank (JB) initially started with 249 branches and 3408 employees.
Since then, the Janata Bank maintained a steady growth rate by expanding its branches
to the urban and rural areas of the country, recently the bank raised its branches to
872* including 4 overseas branches as Abu Dhabi, Dubai, Sharjah, and Al - Ain in the
UAE, but presently the bank has also lost 29 branches."

The Head Office (HO) of the bank is located at 110. Motijheel Commercial
Areas in a 23 - storied building. The main branch, called the Local Office, is also

located in the same building of Dhaka City.

AJanata Bank Annual Report, Dhaka: 2000. P. 8.
*The United Bank Ltd. was established in September 1959 in West Pakistan.

* The Union Bank Ltd. was a very small unit havitig 2 or 3 branches located in East
Pakistan. So in the year 1961, it was absorbed with United Bank Ltd.

* Bank Journal **Janata Bank at a Glance'* Dhaka: 2002,

" The Daily Ittefaq; Dhaka: 15 July 2002.
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For the purpose of better administration, 46 regional offices have been
established at different district headquarters. Further more, 3 Divisional Offices have
been made, each is located at Chittagong, Rajshahi and Khulna to monitor and
coordinate the activities of regional offices.

There are 45 branches authorized to deal with foreign exchanges, out of which
29 branches deal with wage earners remittances.® Present number of employees
(officers = 8337 + Staff = 8257) = is 16594. *

To upgrade and refresh the knowledge on the banking services, one Training
Institute was established in the year 1977 in the month of September at Dhaka and two
Training Centers were made at Rajshahi and Comilla respectively. In Janata Bank
there is Management Committee of Training Institute for administrating the training
ftmctions of the bank. This committee consists of some top and middle level
executives of the bank as shown in figure no. 1. The Managing Director of Janata
Bank chairs this committee. Deputy Managing Director is the Vice - Chairman, all
General Managers and two Deputy General Manager (Personnel Division and
Accounts Division) are Members and Director of the Training Institute is the
Secretary of the committee. Besides, the other members of the committee are Deputy
General Manager (Admin), Deputy General Manager ID (Export), Deputy General

Manager (Accounts) and (Director of JBTI).

AWg Cdr Md. Shafiullah, Internship Reports on **Jinancial Sector Reform Project
(FSRP) Measures Taken and Problem Future in Janata Bank,” PSC, Roll # E - 14,
26”™ Batch (EV), Institute of Business Administration, and University of Dhaka: 31
May 1996, PP. 8 - 9.

*Bank Journal. Janata Bank ata Glance” 2002
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MANAGEMIENT "OMMITTEE OF JANATA BANK TRAINING INSTITUTE

Managing Director
(Chairman)

Deputy Managing Director
(Vice- Chairman)

General Managers Deputy General Director JBTI
(Members) Managers (Members) (Secretary)
DGM, Adm. DGM, ID (Export) DGM, Accounts DGM, & Director

Division Division ii Division of JBTI

~Figure no. I, Source: Bank Journal, Academic Calendar 1999, Janata Bank
Training Institute; 48, Motijheel Commercial Area, Dhaka 1000: P.2.
3.1 AUTHORIZED AND PAID UP CAPITAL OF JANATA BANK

Janata Bank initially started with an authorized capital 5 cores Tk. and paid up
capital 1.5 Tk. The authorized and paid up capital on the bank as on 2002 (August)
was Tk. 800.00 core and Tk. 296.22 core respectively.” Reserve fund of the bank as on

2002 (August) was Tk. 53.46 crore.*

AJanata Bank Journals, A Bankfor the People, ” Edited by Janata Bank Training
Institute, 48, Motijeheel Commercial Area, Dhaka: 1000, P.I.

~Janata Bank Annual Report, Dhaka: 2002, P. 1
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3.2 MISSIONS OF JANATA BANK

To participate actively in the socio - economic development of the nation by
operating like a commercially sound banking organization that provides credit to the
viable borrows, protects depositor's fund and provides a satisfactory return on the
equity for the owners. »
3.3 MANAGEMENT ASPECTS

The affairs of bank business, policy formulation, and overall management of
the Janata Bank lie on the Board of Director (BoD) constituted by the government
according to Bangladesh Bank’s (BB) Nationalization Order of 1972. Various aspects
of Board of Director and Management are depicted below:

i. Board of Director (BoD) consists of 6 Directors and 1 (One) Chairman.
Government appoints all of them.

ii. Board of Director and the Chairman have the privilege to exercise all
possible powers in order to achieve the objectives of the bank.

iii. The Managing Director (MD) is the Chief Executive (CEO) of the bank .He
is also one of the members of Board of Director.

iv- The Managing Director (MD), 8 General Managers (GMs) and other
executives ofthe bank are responsible to perform all necessary activities on behalf of
Board of Director for reaching the set goals. One of the General Manager (GMS) is

also employed as in charge of the foreign branches in the UAE.A

®lbid. P.8

Administration Division of Janata Bank Head Office, Dhaka: - 1000.
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3.4 MAIN FUNCTIONS OF JANATA BANK

Janata Bank (JB) is one of the largest Nationalized Commercial Bank (NCB’s)
of  Bangladesh withbroad network all over the country. As a Nationalized
Commercial Bank, the Janata Bank performs the following ftmctions.

I. Extending credits to the rural firms and providing working capitals to the
small and medium size business.

ii. Providing credits tothe rural poultry, corps and vegetable products.

iii. Handing of utility bills on behalf of government sectors and corporations
including autonomous bodies.

iv. Encouraging saving habits amongst the various professionals by introducing
gift checks amounting to TK. 50 and TK. 100.

v. Recently the Janata Bank has started a non - banking programme called
“READY CASH” and this programme is being effectively used. American
International Investment Incorporated and its affiliated organization American
International Bangladesh Limited has jointly introduced ready cash card. This card
based on micro process technology is called “SMART CARD.” Ready cash card is
perfect alternative to cash transaction. The customers of the card will get security of
their money and along with that profit sharing will accrue on the money saved under
the card. In addition to the above users of the card can also pay electric, gas, telephone
and water bills out of this card. Carrying cash is always risky. Under the ready cash
progrmme there are lot of stores including grocery, gift stores, clothing stores,
household equipment stores, furniture stores and restaurants and the card allows quick
purchases from the above stores including even for travel. This process of payment of
the bills is simple and reckless. The most sophisticated micro processed chip used in

the card contains secret four digit customer’s personya.1 ID number called (PrN) which



43

Dhaka University Institutional Repository

ensures the use of card by only the customers of the card. Besides, the card contains
the picture of the customer of the card, signature and the name of the customer, which
work as identification. Once the card is inserted in the ready cash terminal used by the
stores and the secret personal ID number is used then immediately the transactions
will be approved and a printed receipt will come out. There is no need to disclose your
income or assets in order to obtain the ready cash card. Ready cash card will always
be within the purchasing power of the card owner.’

Vi. Janata Bank is a bank that encompasses all possible customer services. Th
old system of customer service in the bank has undergone change due to dynamic
reform and incentive. The quality of customer service has increased. The established
business people are now the customers of this bank. Soon, Internet banking will be
introduced and thereby the customers will be able to deposit and withdraw money
quickly. The bank has also already introduced Auto Meted Teller Machine (ATM)
service and One Stop service.

To synchronize the various activities as said above, the Janata Bank has 33
main Divisions. The functions of some important Divisions are illustrated below:

a. Administrative Division - This Division is divided into 3 sections, which are:

I. Policy Section: It is responsible for the formulation of personnel policies

relating to recruitment, promotion, service rules, annual confidential reports (ACRS),

etc. and to prepare seniority list and preserve them for record purposes.

" Doctor Azizur Rahman Khan, Bank Management, Ruby Publications, and Dhaka: P.
340.

* Administration Division of Janata Bank Head Office Dhaka: 1000.
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ii. Operation Section; This section is entrusted to deal with posting / transfer
of officers, class - Ill employees; to negotiate with trade union and officer’s
association; to look into the case of increment, deputation, resignation, and also to
deal with the issuance of NoC and formalities of passport etc.

iii. Security Section: Security section is to deal with the posting / transfer of
class - iv employees and security staffs responsible to maintain the overall security of
the bank, and deal the police verification of employees, matters of overtime, issuance
of Identity Cards, etc.

b. General Credit Division - 1(GOC - 1) The functions of this Division are;

I. To sanction and monitor loans and advances for working capital to jute and
tannery business throughout the country.

ii. To sanction and monitor general house building loans, staff houses building
loans, motors cycle and bi - cycle loans etc.

iii. To sanction, monitor, renew commercial loans, providing working capital to
the industries of salt, food - grains, sugar etc for Rajshahi, Khulna and Barisal
Divisions.

iv. To issue credit circular and formulate policies about the discretionary power
of business.

v. To prepare different periodicals / statements for submitting to concerned
authorities.

c. General Credit Division - 2 (GCD - 2) The important functions of GCD - 2 are to;

I Sanction and monitor working capital loan against cold storage of potato

etc. and consumer goods.
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ii. Sanction, monitor, and review all types commercial loans for transport, food
grains, fertilizer etc and industries and provide working capital for those industries
located in Dhaka, Chittagongand Sylhet Divisions.

iii. Prepare and submit all types of statement and returns of the above - said
credits to the competent authorities such as Bangladesh Bank & Ministry of Finance
(MoF).

iv. Sanction and monitor project loans for self - employed private physicians.

v. Prepare periodical reports / statements of different credit programmes and
submit them to the concerned authorities.

d. General Credit Division - 3 (GCD - 3) Some related functions of GCD - 3 are to:

I. Prepare reports and statements for Credit Information Bureau (CIB) of
Bangladesh Bank.

ii. Deal with all types of loan recovery functions.

iii. Monitor large - scale loans.

iv. Seek necessary information from Credit Information Bureau against the
borrows before issuing loans.

e. MIS and Planning Division (MPD) Following are some of the functions of MPD;

i. Performance of management information system (MIS) related activities.

ii. Formulation of policies for human resources development of the bank and
implementing these according to the policies and objectives of the bank and
government.

iii. Developing ideas and planning for the manpower training and sources of
recruitment.

iv. Maintaining all types data / information about the training and skills of the

employees.
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v. Planning of the development of the bank business.

vi. Compilation and Pubhcation of Reports, Journals, Brochures, Booklets etc on
different banking activities.

vii. Controlling all the function / activities of Financial Sector Reform Project
cell.

viii. Innovation of new ideas and business opportunities.
f. Disciplinary Division - This Division is responsible for the followings:

I. Ensuring overall discipline of the bank.

ii. Taking disciplinary actions against any irregularities, misconduct, lapses of
duties, fraud and forgeries etc.
g. Legal Division - The tasks of this Division are to:

I. Appoint the panel Advocates for the bank.

ii. Appoint Legal Advisor for the bank.

iii. Provide all the legal support / opinions to the management as well as
employees of the bank.

iv. Performing all the jobs regarding the legal actions against the defaulters for
recovering the issued loans.
h. Computer Division - Computer Division is entrusted to do the following;

i. Planning, implementing and ensuring computerization of branches for the
improvement of bank functions.

ii. Developing systems for computerizing different functions of bank.’

Administration Division of Janata Bank Head Office, Dhaka: 1000.
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ORGANOGRAM OF ADMINISTRATION DIVISION
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CHAPTER - FOUR
RECRUITMENT AND SELECTION POLICY
4.0 DEFINITION OF RECRUITMENT AND SELECTION POLICY
Recruitment is the process of searching for prospective employees and
stimulating them to apply for jobs in the organization. It is often termed “Positive”,
i.e. its objective is opening. Selection, on the other hand, is “Negative”, it involves
screening and appraising the applicants and rejecting those who are unsuited for the
jobs. The recruitment process is shown in given below.
THE RECRUITMENT PROCESS

ORGANIZATION APPLICANT

Figure no.l, Source: Term Paper on: “Recruitment and Selection Procedure*”,
Tariqur Rahman, Roll - 131, Batch - 11, PGDPM, Session: 2001 - 2002,
Bansladesh Institute of Manasement, Dhaka: P. 8.
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4.1 SOURCES OF RECRUITMENT

The sources of recruitment can be broadly classified into two categories:

1 Internal sources and

2. External sources.

1. Internal Sources

It refers to the present working force of a company. In the event of a vacancy,
someone already on the pay roll is promoted, transferred or sometimes demoted.
Advantage of Internal Sources

Some of the advantages in using internal sources are as follows:

i. Ifthere are reductions in the workforce pending in any of the department,
this policy can help to prevent employee’s layoff.

ii. The use of internal sources can be beneficial to employee’s morale,
particularly when a vacancy permits a promotion to grant.

iii. A company generally is better acquainted with the strengths and weakness
of its own employees than it is with those of applicants from the outside.

iv. Since a company has a certain training investment in its employees, it is to
the company's advantage to try to gain the best possible return from this investment by
utilizing the service of its personnel in the highest position possible.

Disadvantages of Internal Sources

The excessive use of internal sources of personnel has certain weaknesses,
which are as follows:

i. In some instances, qualified replacement may not to be available within the
company to fill up the certain vacancies.

ii. The hiring of certain experienced persormel from other companies is

sometimes desirable in order to gain new technical information or industrial know
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how and outsiders may also bring new ideas and enthusiasm into the company, and
help to revitalize it.

i, The excessive use of internal sources can shelter employees from thi
competition of outside applicants who may have superior qualifications. If employees
must compete only with their co - workers in gaining advancement, the quality of the
company performance may suffer in the process,

2. External Sources

Among the more commonly used external sources are following:

i. Advertising

Advertisement in the local or national newspapers and in the professional
journal is generally used when qualified or experienced personnel not available
from other sources.

ii. Employment Exchanges

Employment exchanges run by the government are regarded as good source of
recruitment for semi - skilled and un - skilled job provides.

iii. Educational Institutions

Sometimes recruitment teams are sent to educational institutions where they
meet the services that recommend suitable candidates and invite the selected ones to
visit the company for final selections.

iv. Recommendations

Applicants introduced by friends and relatives in the organization may prove to
be a good source of recruitment and indeed many employers prefer to hire such

persons because of something that their background is known.



52

Dhaka University Institutional Repository

v. Unsolicited Applicants
Who gather at the factory gates to serve as casual workers or who send in their
requests for appointments against a vacancy, if any, are also an important source of

external recruitment?

RECRUITING: A PERSONNEL FUNCTION

Figure no. 2, Recruiting: “A Personnel Function*’Source: lbid, P. 8.



53

Dhaka University Institutional Repository
4.2 THE SELECTION PROCESS

Selection is initiated when the personnel department receives a formal
requisition form another department for additional personnel. Ordinarily the
Departmental Head with the approval of his / her superiors prepares the requisition.
Upon receiving the requisition, the personnel department checks to determine if the
position to be filled is one that is authorized by the Chief Executive. If the vacancy is
available and the position is authorized action is then taken to fill up the requisition.
The first step is to check the files to determine if there is any employees within the
organization who can qualify and apphed previously found to be qualified but not
hired are checked. These applicants are contacted to determine if they are still
available and interested in employment with the company. If qualified individuals are
not available, it is then necessary to recruit candidates form the outside.

The qualification required to fill up the position listed on the personnel
requisition is determined from job specification covering these positions. Through out
the selection process the characteristics of the candidates are checked against these
specifications. In many instances an apphcant’s qualification will be evaluated in
terms of the specification or requirements for many jobs since the job for which he /
she applied may no be the only one that is open or the one for which he / she is best
qualified.

The number of steps in the selection process and their sequence varies not only
with the company but also with the type and level ofjob to be filled up, the cost of
administering the particular fimction at each step, and the effectiveness of the step in
elimination unqualified candidate. The selection of employees for some jobs may be
accomplished successfully with only an interview whereas several interviews, a

battery of test, and a physical examination may be needed for other jobs. Those steps
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which provide the most definite information concerning the probable success or
failure of a job applicant are usually given an early place in the screening process in
order that the applicant who fails to meet the basic requirements may be eliminated as
early as possible.

While there is no one best or standard pattern for processing applicants one
selection pattern, prepared some years ago, has been widely disseminated and serves
to illustrate the various steps that may be involved. The following are the steps:

i. Reception of applicants,

ii. Preliminary interview,

iii. Application’s blank,

iv. Employment tests,

V. Interview,

vi. Investigation of previous history,

vii. Preliminary selection in the employment section,
viii. Final selection by the line boss,
iXx. Placement,
x. Physical examination,
xi. Induction, placement and follow up.
I. Reception of Applicants

Usually the receptionist in the employment section is prepared to provide
information about the company and the current job openings and to assist with the
completion of application forms. Every effort should be made to treat the applicant in
a sincere, helpful and tactful manner at this and subsequent steps in the selection
procedure. Similarly, the physical layout of the employment office would provide the

applicants with the comfort and privacy that he / she deserves.
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ii. Preliminary Interview
The primary purpose of the preliminary interview is to screen out those who are
obviously unqualified. If the employment policy of the company specifies that only
men or women to be hired for certain jobs or that individuals must be within a certain
age range, these standard or criteria should be considered during the preliminary
interview.
iii. Application Blank
Most companies ask the applicant to complete a blank that provides a place for
him / her to record identifying data such as name, address, job for which he / she is
applying, and information covering education and work experience etc.
iv. Employment Tests
If a review of the application blank reveals no information that, would
disqualiiy the candidate, he / she may then be given one or more tests of intelligence,
aptitude, personality etc.
v. Interview
The individual who passes the tests is then ready for a second interview. This
interview is ordinarily for the purpose of verifying information provided on the
application blank and for obtaining additional information that will be useful in
assessing the candidate’s qualifications. Types of interview are as follows.
a. Pattern interview,
b. Non - directive interview,
c. Stress interview,
d. Board interview,
e. Group interview,

f. Depth interview,
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g. Planned interview.
Difficulty of Interview

a. It involves making extensive inference form limited data obtained in
artificial situation.

b. The interview represents a small sample of an individual's behavior for a
short time, upon which to base a judgment.

c. The influence of hallo effect.

d. The interviewers’ own bases and prejudices may influence the opinion.

e. Since most applicants “dress up” for the occasion and usually go out of their
way to make a good impression, the opinions that the untrained interviewer forms are
likely to be on shaky grounds.

vi. Investigation of Previous History

If the interviewer is satisfied that the applicant is potentially desirable, his / her
previous employment and school history as he / she described it on the application
blank and in the interview may be investigated.

vii. Preliminary Selection in the Employment Section

At the point in the selection process the employment section has completed the
main steps in screening applicant. If considered desirable, he / she is sent to a line
department having a requisition on file with his qualification. If there are no openings,
his / her name remains on a waiting list of desirable applicants from which selections
may be made at a later date.

viii. Final Selection by the Line Boss
The head of the requesting department makes the final selection in consultation
with the personnel department from among those individuals who are referred to by

the employment office along with the advice of preferences.
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ix. Physical Examination

The physical examination often comes at this point in the selection process
because it may be one of the most costly steps and therefore should no be undertaken
unless the candidate has qualified at the preceding steps. Further more, it is desirable
to have the physical examination inmiediately prior to hiring in order that the
individual's physical condition at that time is known,
x. Placement

The applicant who passes all of the screening steps is assigned to vacant
position in a department where the manager or supervisor has interviewed and
accepted him / her. At this point orientation and training will begin,
xi. Induction, Placement and Follow Up

The final step in the selection process is the induction or placement of the
accepted applicant on the job. It is the act of introducing a new employee to ajob. In
short, induction means introduction of new employee in the company. In most of the
companies in Bangladesh, this stage of an employee's tenure is handled very care
because the first days on ajob are recognized as being critical in the employment life.
This conviction steams from the realization that a new employee is uncertain, critical
and insecure; hence he / she is much more aware of his / her surroundings.
Impressions are consequently made that will remain for a long time if the employee
stays or the impression may cause him / her to quit.
4.2.1 Information Exchange Contributes to Successful Selection

The information exchange works two ways in recruitment and selection. The
enterprise provides applicants with an objective description of the company and the

position, while the applicants provide information about their capabilities.
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ORGANIZATION APPLICANT

4.2.2 Benefits of Induction Programme
I. Give the new employee a feeling of confidence in himself/ herself
ii. Make sure that the new employee has complete knowledge or conditions of
his / her employment.
iii. This develops in the new employee a feeling of pride in his / her company.
iv. Give the new employee knowledge of the company, its organization and
product.
v. Give him / her information that he / she needs such as the time to break off
for Tiffin, where to fmd the canteen etc.
4.2.3 Success of any Such Programme Depends on Three Major Factors
i. Close supervision during the trial periods.
ii. Availability of counselors to answer questions during the first few days and
iii. Follow up interview to determine interest in job promotional possibilities
etc.
4.2.4 Ten Steps in the Induction Procedure

I. Greet the new employee cordially.
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I. Display personal interest in him / her.

iii. Review his terms of employment.
iv. Explain any additional privileges.
v.  Show him / her around.
vi. Explain the part he / she will play.
vii. Introduce him / she to his co - workers.
viii. Explain carefully his / her duties.
ix. Introduce him / her to persons who can assist or instruct.
x.  Follow up carefully.
4.3 BRIEFLY DISCUSS ABOUT THE SELECTION POLICY OF JANATA
BANK
4.3.1 Classification
i. The employees shall be classified and designated as stated in the
classification.
ii. No post shall be created with designation or scale other those mentioned in
services order - 1978, without the approval of the government.
iii. An employee of the bank, other than an officer, appointed to a particular
category of the post shall continue in the same category.
4.3.2 Nationality
i. No person shall be appointed to any post in the service of the bank unless he
/ she is a citizen of Bangladesh.
ii. No employee shall marry, nor shall enter into a promise of marriage with, a

foreign national except with the permission granted under regulation (129).
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iii. The President of Bangladesh may, on an application made to him in his
behalf, grant permission to marry or enter into a promise of marriage with, a foreign
national.
4.3.3 Age

Subject to the provisions of regulation (129), a candidate shall not be less than
18 years and more than 30 years of age at the time of appointment by direct
recruitment as an officer not less than 18 years and more than 30 years of age at the
time of appointment by direct recruitment as an employee other than an officer in the
service of the bank.
4.3.4 Physical Fitness

No person shall be appointed in the service of the bank unless he / she is
declared physically fit by the medical officer of the bank or any other medical
authority specified by the bank in this behalf
4.3.5 Method of Appointment

Appointment to the posts of officers and other employees shall be made by

direct recruitment of by the promotion from such posts and in such proportion as is
given in service rule. The minimum qualification required for direct recruitment and
the eligibility for promotion are also given in service rule.
4.3.6 Commencement of Service

The service under the bank shall commence from the working day on such an
employee reports for duty at the place and time intimated to him / her by the
competent authority if he / she reports before noon and from the next working day if

he / she reports in the afternoon.
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4.3.7 Agreements, Etc

i. The employees entering into the service of the bank shall, at the time of their
appointment, sign an agreement in such a form as may be specified by the board.

ii. On entering into the service of the bank, each employee shall sign the
declaration of fidelity and secrecy in the form specified in service rule.

4.3.8 Assignment of Duty

I. An employee entering into the service may be assigned such duties as may
be determined in each case or a class from time to time.

ii. An employee may be required to serve at any time at any branch of the bank
in or outside Bangladesh.

4.3.9 Confirmation

I. Unless otherwise specified in the terms of appointment, an officer appointed
by direct recruitment to any post shall be on probation for a period of two years.

ii. A probationer shall pass the Institute of Banker Examination, Part-1, during
the period of probation and shall not be eligible for confirmation until he / she passes
that examination.

iii. The examination by direct recruitment of an employee, other than an
officer, shall be on temporary basis and he / she shall be eligible for confirmation in
the service of the bank not earlier than twelve months with subject to his / her
satisfactory conduct and performance of duties and availability of a permanent post.

Iv. The confirmation of an employee in the service of the bank shall take effect

form the date as specified in the order of confirmation.
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44 SELECTION OF PROBATIONARY OFFICER AT ENTRY LEVEL

4.4.1 To apply Janata Bank as a probationary officer, candidate must send his / her
curriculum vitae (C.V.) along with a recent photograph as well as attested copies of
academic certificates.

i. A candidate shall apply as per advertisement published in the daily newspaper.

ii. The candidate must submit own handwrite the application within the time
specified.

4.4.2 Minimum Requirements

I. He/ she must be a citizen of Bangladesh.

ii. He/ she must be a graduate from a recognized University.

iii. Preference will be given to those having exposure to Economics, Business
Administration, Accounting, Finance, Management, Marketing, and other business
oriented subjects.

iv. His / her age must be between 18 to 30 years. These conditions may be
relaxed able in especial cases to be recorded in writing.

v. He / she must be physically fit.

4.4.3 Grading / Marking
The Selection Committee will follow a grading as follows:
I. Written test 100 marks
ii. Interview performance 50 marks
Total 150 marks
4.4.4 Interview Performance

The members of the Selection Committee consider the candidate’s appearance,

personality, communicating ability, presence of mind, managerial, general and

common sense and award marks individually that will be totaled and averaged for
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determining interview performance. For interview, a candidate get two options

Bengali / English. The following criterion for interview is as follows;

i. Appearance and personality 15
ii. Expression and presentation capacity and manners 10
iii. General knowledge 10
Iv. General and common sense 8
V. Assessment 7

Total 50 Marks

4.4.5 Written Test

Every candidate must appear for a written test for 100 marks. The subject matter
of test should be general knowledge oriented with mathematical bias. 1.Q.about
banking business. By and large question should be of degree standard. For this
purpose Janata Bank takes the help of outside experts for setting the questions,
supervising the examination work and marking the scripts. Code number is used to
protect secrecy and to avoid the TADBIR.
4.4.6 Medical Test

After concluding the written and viva the candidate has to face a medical
checkup. A successful candidate should submit a certificate of fimess from the Janata
Banks Chief Medical Officer or from any other Government Registered Practitioner
before joining the bank.
45 PRESENT RECRUITMENT POLICY OF JANATA BANK
4.5.1 Staff Recruitment: General Policy

i. Departmental Heads in accordance with approval for Job Vacancy Hiring

Authorization from the Managing Director to recruit and appoint employees for

their departments.
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ii. Job vacancies may be announced by advertisement in attested two local
newspapers and by other appropriate means.

iii. Prior to hiring a new employee for a specific job in a particular department
and branch may be consulted if they have individuals available who may be a suitable
person to the post.

iv. Prior to hiring a new employee, former retrenched employees, if any, should

be considered for employment.

v. No one who is below 18 years of age may be hired as an employee either a
regular or temporary basis.

vi. Preliminarily selected applicants may be called for interview and suitability

testing.

vii. Every applicant must provide at least two references with contact addresses.

viii. After a candidate is finally selected he / she will be given an appointment

letter
4.5.2 Recruitment of Employee

When any department or branch requires an employee, the Concerned Head
will prepare a job specification for the position and send it to the Administrative
Division for approval.

4.5.3 Recruitment Process

Upon approved personnel job specification and job description note the
administration department will take necessary steps for calling application through
news media / other chaimels as appropriate. On receiving the applications, the Chief
of Administrative Division and Head of the Selection Committee jointly open the

applications and identify potential and suitable applicants for test / interview.
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4.5.4 Selection Techniques / Tests
The primary selection from the short listed candidates may be done through
written test and interview. A score chart may be used to identify the potential
candidates. The Concerned Department Chief, Administrative Chief will prepare the
appropriate score charts.
4.5.5 Final Interview
The Managing Director and Recruitment Committee call for final selection i.e.
interview the applicants who are qualified in the written examination.
4.5.6 Appointment Letter
The Administration Division will prepare an employment agreement in
consultation with the Managing Director.
46 METHODS OF RECRUITMENT STENOGRAPHERS GRADE |
4.6.1 Qualifications
i. Educational; A candidate must have passed at least the s.s.c examination.
ii. Professional:
a) Speed in shorthand -100 words per minute,
b) Speed in typewriting - 50 words per minute.
4.6.2 Age Limit and Powers to Relax
Not less than 18 years and not more than 30 years.
4.6.3 Nationality
A candidate must be a National of Bangladesh.
4.7 With limitation of time and pre - occupation of official time, researcher had to
work of the study. Researcher has tried her best to collect all available data and other
information regarding present recruitment and selection practices in the Janata Bank.

In discussion with the officials of Janata Bank it is observed that they are more or less
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satisfied of the present recruitment and selection procedure. The information that was
collected by the researcher from the employees about the recruitment and selection
policy of Janata Bank is discussed bellow gradually through the different Tables. Such
as:
4.7(1) METHODS OF RECRUITMENT AND SELECTION POLICY (Shown in
Table no. 1)

TABLE NO. 1

Opinion of the Employees Regarding the Methods of Recruitment and Selection
Policy

Option No. of Respondents Percentage
Advertisement 5 10%
Written and Viva Examination 40 80%
Experience 0 0%
Basis of Promotion 2 4%
Internal and External Source 0 0%
Academic Qualification 3 6%

Ail of the Above 0 0%
Total Respondents 50 100%

Above Table no. 1, clearly shows that it is easily understandable that employees
are finally selected through both written examination and viva voce. This

phenomenon is clearly understandable.

4.7(2) INFLUENCE OF TRADE UNION (Shown in Table no. 2)
TABLE NO. 2

Opinion of the Employees Regarding Influence of Trade Union or (C.B.A)

Option No. of Respondents Percentage
Yes 40 80%
No 10 20%

Total Respondents 50 100%
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Table no. 2, shows that majority of the respondents beheves that the trade
union has a strong influence in the employment process in Janata Bank.
4.7(3) BIASNESS IN THE EXISTING SYSTEM (Shown in Table no. 3)
TABLE NO. 3

Opinion of the Employees Regarding Possibility of Being Biased in the

Recruitment and Selection Policy

Option No. of RespoOndents Percentage
Yes 45 90%
No 10%
Total 50 100%

Above the Table no. 3, shows 90% respondents said that the existing system
has possibility of being biased, whereas only 10% opinioned positively about the
present system. It clearly indicates from the Table that they want a system, which will
decrease the possibility of bias and bring transparency. Besides this, the previous page
Table no. 2 process by this research that it is absorbable that exist in trade union (C.
B, A.) of Janata Bank.

4.7(4) JOB SATISFACTIONAT PRESENT RECRUITMENT AND SELECTION
POLICY (Shown in Table no. 4)
TABLE NO. 4

Opinion of the Employees about Job Satisfaction at Present Recruitment and
Selection Policy

Option No of Respondents Percentage
Satisfied 35 70%
Not Satisfied 15 30%
Total 50 100%

However, after discussion with the employees of Janata Bank, and the
responses it can be concluded that recruitment and selection policy is acceptable. On

the other hand, 30% of the respondents believe otherwise.
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4.7(5) PERIOD OF RECRUITMENTAND SELECTION POLICY (Shown in

Table no.5)

TABLE NO. 5

Opinion of the Employees Regarding Period of Recruitment and Selection Policy

Option No. of Respondents
Annually 0
Half Yearly 0
As and When Required 50
Total 50

Percentage
0%

0%

100%

100 %

The Table no. 5, shows to the entire respondent’s recruitment is done as and

when required. It indicates that there is a recruitment policy, which allows recruiting

staff as and when required,

4.7 (6) RELATION BETWEEN RECRUITMENTAND JOB SPECIFICATION

(Shown in Table no. 6)

TABLE NO. 6

Opinion of the Employees As to Relation Between Recruitment and Selection of

Job Specification

Option No. of ResDondents Percentage
Yes 40 80%

No 0 0%
Partly 10 20%
Total 50 100%

The Table no.6 shows that 80% respondents said that done according to job

specification, whereas 20% said it is partly related.

recruitment is related tojob specification

It reveals from this that

4.7(7) TYPES OF TRAINING RECEIVED (Shown in Table no. 7)
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TABLE NO. 7

Opinion of the Employees Regarding Types of Training Received after Selection

Option No. of Respondents Percentage
Internal Training 30 60%
External Training 10 20%
Both 10 20%
Total 50 100%

Table no.7, shows that almost all of the respondents expressed their opinion
about the training they received after employment. Among them 60% received

internal, 20% received external and 20% received both.

DfeotbTraininu |
m External Training
gintftfnal Training

120%

(V%)

Graph no. 1, Type of Training Received
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4.7(8) AFTER EMPLOYMENT OF TRAININd RECEIVED (Shown in
Table no. 8)
TABLE NO. 8

Opinion of the Employees Regarding Effectiveness and Job Relatedness of the
Training Received after Employment

Option No. of Respondents Percentage
Yes 50 100%
No 0 0%
Total 50 100%

It appears from the Table no. 8, shows that all the respondents are of the
opinion that the training received by them during the post employment period is

appropriate andjob related

4.7 (99 THE TURNOVER RATE (Shown in Table no.9)
TABLE NO. 9

Opinion of the Employees Regarding the Rate of Turnover

Batch No. of the Joint No. of the left Percentage
1996 560 20 40%
2001 300 10 20%
Total 860 30 60%

It has been revealed from the above Table that the rate of turnover in the year
1996 is high and that 02001 is low. Data in Table no. 9 shows that during the period
1996 to 2001 as many as 860 employees joined the Janata Bank. On the other hand, as
many as 30 employees left the bank. Data in this respect were very difficult to obtain.
However, after taking to some employees of the bank, the above has been computed.
Moreover, discussions with the employees also reveal that some of the reason 10%
(apex) of the employees left the bank.

Most of the persons left are of Assistant General Manager

(AGM) category.
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Opportunity opened due to opening of Private Banks.

However, the total amount of turnover the last five years is not so alaiming.

N The data is imagine of 9 no. Table

Batch Joined inthe Bank No.Leftthe Bank Percentage
1996 560 20 40%
2001 300 10 20%

Total 860 30 60%

Turn Over Rate

O Joined in the Bank
m No.Left the Bank
O Percentage

1996 2001 Total

Graph no. 2, Turnover Rate
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CHAPTER - FIVE
TRAINING
5.0 DEFINITION OF TRAINING

Training may be defined as helping an individual to leam how to carry out his /
her assigned job efficiently, effectively, smoothly, timely and satisfactory. It is
planned process for bringing about a development change in knowledge, skill, and
attitude of the employees of an organization, which attempts to affect, pre- determined
behavioral change and individual groups. The knowledge, skills, and attitude are the
latent resources of individuals that can be mobilized through training. Training can
develop the latent resources of individuals. Training is an unending task because
people get changed and job are also changing and they must always be kept fitted to
the jobs.

Training to indicate any process by which the aptitudes, skills, and abilities of
employees to perform specific jobs are increased. This task may be contrasted with
that of increasing the knowledge, understanding, or attitude of employees so that they
are better adjusted to their working environment.’

51 IMPORTANCE OF TRAINING IN BANKS

I. Development of human resources is very much needed for economi
development of Bangladesh. As banking sector plays a vital role in the economy,
developing the human resources of this sector is of much importance. Training is the

most important, effective and efficient mechanism through which human resources of

' Michael J.Jucius, Personnel Management” Richard D Irwn, INC. Homewood,
[llinois Irwin - Dorsey Limited Georgetown, Ontario: Printed in the United States of
America, January 1973, P. 243.
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any organization can be developed in a planned way. Since banks play the most vital
role in the economic development process of the country, human resources working in
this sector need to be trained thoroughly to bring about a developmental change in
their knowledge, skill and attitude through building and increase of capabilities.

ii. In human resource development (HRD) system of management, the most
practical and growth producing management system, training gets utmost importance.
Human resource development system of management is in belief that for the
development of human resources among other things training has a great role to play.
The philosophy of human resource development system of management is diat human
resources of any organization are the most important assets and they must have
capabilities to accomplish work effectively and efficiently. This is more applicable for
banking industry because banking is a highly competitive service industry and its
success depends heavily on well qualified, skilled and highly motivated people.
Training is the very sharp and effective weapon to develop strong human capital base
as per need, which has no substitute. This is equally applicable in the case of banks.

iii. Through training COGNITIVE, AFFECTIVE and PSYCHOMOTOR
domains of human resources can be developed. Cognitive domain is concerned with
information and knowledge. Affective domain is concerned with attitudes and values,
feelings and emotions and psychomotor domain is concerned with muscular and
motor skills. Development of Cognitive and Affective domains of human resources is
the major aim of training of the banking industry.

iv. After the liberation of Bangladesh in 1971 the banking industry in the
country has been experiencing great transformation. Policies and programmes,
factions / activities, methods of working, tools and techniques etc. have been changing

day by day. Now banking activities are becoming complex. Financial liberalization
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has widened competition and diversification exposing banks to new risks and
challenges. Without new ways of managing the business, banks can be thrown into
crises. To cope with ail the changes that have been taking place in our banking
industry and also to perform the normal functions / activities it is very necessary to
develop the human resources. “The first line of defense against bank insolvency and
financial system distress is the quality and character of management within the banks
themselves and therefore efforts to strengthen the financial system must also focus on
building strong management cadre”

v. At present almost all the indigenous banks both in public sector and private
sector banks including Bangladesh Bank have their Training Institutes to provide
training to their human resources of different categories. At the national level there is
Bangladesh Institute of Bank Management (BIBM) to provide training to mid and
senior level officers of different categories of our banks. Besides, there are some other
Training Institutes viz. Bangladesh Institute of Management (BIM), Bangladesh
Public Administration Training Center (BPATC), etc. fi'om where also the human
resources of our banks receive training. Sometimes human resources of our banks
undergo training abroad also

Vi. Mere imparting / receiving of training is not enough if it is not
properly in the job performance of the banks. The real impact of training lies in its
utilization for sub serving the business goals of the banks. As regards training-
“Measurement of result is most difficult to make because i. all results of the training
need to be taken into account and these are not always easy to identify ii. only those
results attributable to training should be considered; but training never takes place in
isolation and hence other influences are difficult to eliminate. It is to be kept in mind

that training can have a significant impact on an organization even if it can be

utiliz
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evaluated as an organizational result”. Utilization of training refers to the application
of knowledge, skill and attitude developed by the participants / trainees through
training in their job performance. How the participants / trainees can utilize
knowledge, skill and attitude developed through training among other things, depends
on proper follow - up / monitoring of utilization of training by the banks. Training to
be effective and systematic it is necessary to relate training with business activities
present and future. The following diagrammatic expression will explain the entire
process of training starting form business plan and ending in follow - up / monitoring

of training.”

A A.T.M. Abdus Shahid and Liakat Hossain Moral, ""'Utilization of Training in
Banks™\ BIBM, Dhaka: Bank Parikrama, Vol, X XII I, March and June 1988; PP. 37-
40.



76

Dhaka University Institutional Repository

PROCESS OF UTILIZATION OF TRAINING

O Figure no. 1, Process of Utilization of Training, Source: Ihid, P. 40.
From the above diagrammatic expression it can be seen that utilization of
training is an important factor in the entire process without which the process will

become futile.
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5.2 NEED FOR TRAINING

The aim of training is to bring about a developmental change in the individual
with a view to achieve organizational goals. Developmental change in individuals can
be brought about by developing one’s knowledge, skill and attitudes on the subject
that he / she is now dealing with and also likely to deal with in future. The subject that
he / she deahng with, and likely to deal with in future, is nothing but to make effort to
achieve his / her organizational goals successfully. Thus specifically the aims of
training are:

a. Effective communication of the pohcies and activities of the organization.

b. Motivation of the employees.

c. Infusion of up - to - date knowledge and skill; technical, human and

conceptual to the employees.
The ultimate aim of these activities is to achieve organizational goals successfully.
Technical Skill:

Ability to use knowledge, methods, techniques and equipment necessary for the
performance of specific tasks acquired from experience, education and training.
Human Skill:

Ability and judgment in working with and through people including an
understanding of motivation and an application of effective leadership.

Conceptual Skill:

Ability to understand the complexities of the overall organization and where
one’s own operation fits into the organization.

Training is necessary if the organization is to get high performance from the
employees and the employees are to get satisfaction from their jobs. Training is a

combination of knowledge, skill and attitude. A primary concern of training is the
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development of employee’s in the job assignments. An employee who is highly
motivated and interested in his / her job will more likely take pride in his / her work
and be more productive. A trained employee with updated knowledge and skills can
perform his / her job better than an employee without training. Training helps in
bridging the gap between self - motivated behaviors and the needed requirements of
the job. Under favorable circumstances, training has the important dual fimctions of
motivation and utilization. By improving employee’s ability to perform the task
required by the organization, training allows better use to be made of available human
resources by giving such employees a feeling of mastery over their work, while with
due recognition by management their job satisfaction is increased.
From the above discussions it can be said that training can:

I Develop facilities for full proficiency of the employees,

ii. Increase efficiency and productivity of the employees,

iii.  Increase versatility of the employees,

iv.  Help in motivating the employees,

V. Lead to better utilization of the employees.

In order to achieve organizational goals a systematic training of the employees
is essential at every stage, which includes proper planning and designing of training
programmes and their implementation. A systematic training always moves in a cycle

way.” It can be seen fromfigure no. 3.

AMd. Rafiqul Islam and Nunil Haque, “Evaluation of Training Policies in Banking
Sector ofBangladesh*” Bank Parikrama, January - March 1988, Vol - 17, No. 1, P. 10



79

Dhaka University Institutional Repository

SYSTEMATIC TRAINING CYCLE

PlanningTo Meet
TheseNeedsAnd

Checking The Efeclivenass ImpartingTraining

Implemet'ting
The Training Imparted

<> Figure no. 2, Systematic Training Cycie, Ibid, P. 10.
5.3 WHEN TRAINING IS NECESSARY
a. When new employees are appointed,

b. When employees are promoted,

c. When employees are transferred from one department to another department,
d. When polices and activities of the organization change,
e. For updating knowledge and skill."”*
5.4 IDENTIFICATION OF MANAGEMENT TRAINING NEEDS
In order that the different management training programmes are need based and

are tailored accordingly, a lot of emphasis has to be laid on assessing the management

~lbid, P.10.
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training needs of the target group concerned before the programme is designed for it.
Involving the management of the organization to which the participants of the
proposed management training programme belong should do this assessment. The
purpose of a training needs assessment is to provide an objective analysis of the
training requirements of the organization, for specific functions or groups of
managerial personnel for individuals.

IDENTIFICATION OF TRAINING NEEDS

Figure no. 3, Identification of Training Needs, Source: P,K Singh,
Training for Management Development, House, B - 41, Mehrauli
Institutional Area, New Delhi: P. 14.

The above diagram indicates the various steps involved in operating a training

development system.
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Identification of training needs is the first element and a critical one in the
training activity. Success of the training function depends greatly on the correct
identification of needs.

As training is primarily for improving the performance of a person on his / her
current job, it is necessary to collect and store the following data, which can be made
use of in identification of training needs:

I. Jobs descriptions of individuals as perceived by them and their superiors
against the individual's profile (i.e. existing conceptual, human relations and technical
skills).

ii. Job performance review i.e. level of performance achieved by individual
measured against both job content and agreed personal objectives.

iii. Potential of individuals to grow within the organization keeping in view the
growth rate of the organization and its future objectives.

iv. Managerial ability and traits of individual, which can contribute towards
performance on the job.?

5.5 ASSESSMENT OF MANAGEMENT TRAINING NEEDS

Management training is necessary in an organization to develop the managerial
personnel in order to facilitate them to perform their duties smoothly, effectively and
satisfactorily. This ultimately helps the achievement of the objectives of the
organization. However, haphazard management training might fail to produce desired
results. Therefore, with a view to achieve true objectives of management training, the
management training programmes need to be properly chalked out, designed and

conducted. Thus proper arrangement of management training programmes and getting

Ibid, PP. 14-15.
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maximum benefit out of it calls for proper assessment / identification of management
training needs. The purpose of needs assessment is to provide an objective analysis
of the organizations training requirements and this is essential for the effective
development of an organization's human resources/

A proper assessment of management training needs is thus an extremely
important aspect of a management training system It gives important indication of
the gaps in knowledge, skills, or attitudes. Absence of the same may lead to failure of
management training itself and it becomes directionless and loses focus of its
attention,

A good deal of professionalisation in the function of management training is
being talked about in recent years in Bangladesh. While the inevitability of the
training of managerial personnel at all level is not debated and is generally accepted,
one of the predicaments tliat a training manager faces in the organization in that of a
systematic approach to the assessment of training needs at both managerial and a

operative levels.®

ANAT.M.A. Shahid, “Assessment of Training Needs in Organization with Special
Reference to Banks - A Study” Bank Parikarama Vol.XI, Nos. 3, And 4, September
And December 1986, P.70.

> Lader, “Assessment of Needs” Industrial Training International’ Vol. 6, No. 4, April
1971. P.5.

* A. Kazmi, “Assessment of Training Needs, ” Personnel Today, Vol. 3, No. 1,
April - June 1984, Calcutta, P. 75.

A K.N. Lawande, *“ldentification of Training Needs and Design of Training
Programmes,” Indian Journal of Training and Development, Vol, x. No. 1, January-
March 1980, New Delhi: P.34,
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Educational, training and developmental programmes should be a response to a
need, not merely a reaction to a problem. In order, that the different management
training programmes are need - based, and are trimmed accordingly, a lot of
emphasis has to be laid on assessing the training needs of the target group concerned
before the programme is designed for it. The various steps in management training
viz., setting plans and policies, designing programmes, conducting and evaluating
programmes are all dependent on the assessment of management training needs."

5.6 WHO DETERMINES MANAGEMENT TRAINING NEEDS?

It is debatable whether or not the manger's immediate superior should
determine his / her training needs. The superior's superior may be more suited to
determine such needs because of his / her position as he / she may be free from some
of the apprehensions which the immediate superior may have.*?

The responsibility for assessing management training needs rests squarely on
the shoulders of the line managers using problem indicators; he / she determines the

dimensions of the problems and whether or not training is called for.**

M. Habibullah, “Assessment of Employees Training Needs,” Management
Prommme on Training of Trainers, Papers Rapport Bangladesh Ltd. (Undated),
Dhaka. (P. 19).

" A Kazmi, Qp.Cit. P. 15.

L. Prasad and A.M. Banneijee, Management of Human Resources (New Delhi:
Sterling Publisher Private Ltd., 1981), P. 92.

Dr. Rahman, Qp.Cit, P. 149.
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In the Nationalized Commercial Banks such as Janata Bank and its Training
Institutes in Bangladesh, different authorities determine training needs of its
managerial personnel. Janata Bank General Manager (Training) and Director of the
Janata Bank Training Institute determine the needs. The respondent management
trainees of Janata Bank had different opinions regarding the authority, which should
be responsible for determining management training needs. According to the Table
no. 1, 20% and 30% of the respondents preferred for Head Office and Branch
Manager as the authority who should analyze training needs. A substantial number of
the respondents also indicated the role of Regional Manager and Training Institute
for the purpose.

TABLE NO. i

Authority Responsible for Analyzing Management Training Needs.

Authority No. of Respondents Percentage
Branch Manager 4 20%
Regional Manager 8 40%
Head Office 6 30%
Training Institute 2 10%
Total 20 100%

Based on the Responses of 20 Management trainee respondents.

For proper assessment of management training needs Janata Bank in
Bangladesh, manpower specialists - the personnel director and the training officer
working with other functional specialists and line management should analyze the
bank's business objectives and predict the categories and number of managerial staff
required to run the company in the future. Assessments should be updated at intervals
to ensure that a bank's movement training policy and practice are in line with

teclinological, market, economic and other developments likely to affect the business
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of the bank.**
5.7 METHODS OF ASSESSING MANAGEMENT TRAINING NEEDS

Management training wave hit the banking sector of Bangladesh the post-
liberation era when the banks were nationalized and their objectives were changed.
Tuning with the changed situation, enormous branch expansion took place
necessitating a large number of new recruits. To grapple with the situation, new types
of ideas, skills, attitudes and motivation were demanded in the existing and new
management incumbents, which required a lot of training efforts. Individual Training
Institutes of Janata Bank including Bangladesh Institute of Bank Management came to
the scene to cater to the management training needs of staff of individual bank and
junior, middle and senior level executives of bank, respectively.*®

The determination of management training needs could be triggered by the
discovery of a performance deficiency, request for training from the top management,
or a general observation of a problem area, whatever sets the ball rolling, a needs
analysis should be conducted to determine specific deficiencies in performance or lack
of information necessary for ajob.‘*

Although no single inventory of needs analysis methods can exhaustively cover

the many varieties used by trainers or authorities concerned, some techniques are used

more frequently. There are many methods of analyzing training needs.

¢ ibid. P. 151.

S.R.Saha, T.A. Chowdhury, S.H.Rashid, and A.K.M. Haque, "Assessment of
Training Needsfor the Banking Sector/' Bank Parikrama, Vol. xi, Nos,| and March
and June, 1986, Dhaka, P.27

Dr. Rahman, Op. Cit. P. 152.
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Megginson has stated 1. Emotional, 2. Rational and 3. Empirical methods for
analyzing training needs. McGhee and Thayer has suggested another three methods
as 1 Organizational, 2. Job and 3. Man Analysis method. Johnson has described 1
Organization Behavior and 2. Productivity Analysis as the methods of needs analysis.
Another two methods are 1. Macro and 2. Micro Analysis. (J.P.J. Kenney and EX.
Donnelly) Steadham has explained 1. Client and 2. Other - Centered method of
training needs analysis. Morrison has discussed four methods 1.Survey, 2.
Organization Audits, 3. Individual Analysis, and 4. Miscellaneous methods for needs
analysis. Bottomley has described that training needs can be identified in one or more
of three main areas 1. Organizational 2. Occupational and 3. Individual Levels. Kazmi
has stated that 1. Analysis of activity behavior and problems, 2. Equipment to
informal talks and 3. Interviews with the prospective trainees should be used as needs
analysis approaches. Stone has described three ways 1. Monitoring personnel flows 2.
Asking superiors about their subordinates and 3. Accepting and analyzing training
requests from managers and others, Luthans and Martinko has described two
methods of needs analysis 1. Skills analysis and 2, Performance analysis. Armstrong
has stated that surveys to identify training needs can be conducted by questionnaire or
by interview or preferably by a combination of these two methods.*”
Above these methods may not be equally applicable in all types of organizations
and it is also not necessary to apply all the methods simultaneously. Some of methods,
which are suitable over a period of time to individual organizations, may be applied.

But one single method may not be sufficient for analyzing the training needs. 18

Dr. Rahman, Op. Cit., PP. 152 - 153.

““A.T.M.A. Shahid, Op.Cit. P 76.
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The people engaged in assessing management training methods taking into
consideration the activities, target group, time horizon etc. No single method may be
suitable; rather the combination of few methods will be appropriate. On the other
hand, all the methods need not be applied at a time and in all situation / cases.

However, the management training needs should be analyzed first for the
company as a whole - corporate needs; Secondly, for department, functions or
occupations within the company - group needs, and thirdly, for individual mangers -
individual needs.”

Janata Bank, deficiencies of the managerial employees are identified at the
managerial employees are identified at the off set and the mangers who have hitherto
not received any sort of training are selected and nominated for training. The
respondents faculty members of the Training Institutes suggested some approaches for

determining management training needs which shown in Table no. 2,

Ibid. PP. 86 - 87.

Dr. Raliman, Op.Cit, P. 154.
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TABLE NO. 2

Opinion of Faculty Members Regarding tlie Methods of Assessing Training
Needs

Serial no.  Methods No. of Respondents Percentage
Task Analysis 20%
Behavior Analysis 5%
n Productivity Analysis 0%
V. Skill and Performance Analysis 10%
Organizational Planning 20%
il Aptitude Analysis 10%
VL. Survey Method 0%
VIl Recommendation of the 5%
Superiors or Head of
Departments
IX. Management Requests 10%
Interviews 0%
XI. Tests / Examinations 0%
Xill. Merit or Performance Ratings 0%
Xill. Discussion / Group Conference 10%
XIV. Suggestions by Individuals 0%
XV. Others 0%
Total 20 100%

* Based on 20 Faculty Members

Interpretation

The respondent faculty members of the Training Institutes suggested some
approaches for determining management training needs. According to the Table no. 2,
task analysis i.e. consulting personal records as well as organizational planning
should be used as the most preferred methods for the assessment of training needs in
Janata Bank. Skills and performance analysis and management requests were also
preferred by a substantial number of the respondents as shown in the Table. The
faculty members as needs assessment approaches also mentioned recommendation of
superiors or Head of department, aptitude analysis, productivity analysis and

bhaviour analysis, suggestion by individuals, survey methods tests and
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examinations, merit or performance ratings, discussion or group and other methods
were also mentioned by the faculty members as needs assessment approaches.
5.8 CONSTANT CHANGE OF TRAINING NEEDS

The training needs of management personnel change from time to time. To
streamline the socio - economic development of the comitry, the Commercial Bank
are taking several new steps and at the same time old policies are being modified. To
implement the new schemes and programmers as well as to meet the requirements of
the society the management personnel are expected to be trained properly with
modem tools, techniques and strategies. Therefore Training Institutes should also
arrange suitable training courses with a view to training managers for the achievement
of aforementioned objective and thus training needs are changing constantly. It is
axiomatic that new equipment and technologies are being invented and added to the
field of training. Due to technological changes training needs are also changing
constantly to equip the managerial personnel towards goes achievement effectively
and efficiently. Most of the respondent faculty members of Training Institutes
supported this view as shown in the Table no. 3.

TABLE NO. 3

Opinions of Faculty Members Whether the Training Needs Change Constantly
after Some Time

Opinion No, of Respondents Percentage
Yes 15 75%
No 5 25%

Total 20 75%

The respondent faculty members, who gave positive answer, were again asked
about the factors, which brought changes in the management training needs. The

Table no. 4, shows the responses of the faculty members.
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TABLE NO. 4

Opinions of Faculty Members about the Factors, Which Bring the Changes in the
Management Training Needs

Factors No. of Respondents Percentage
Technology 5 25%
Condition™ A 10 50%
Other Environmental Condition " 5 25%
Total 20 100%

Based on 20 Faculty Members

More then one responses have been received from the same respondent.

Condition includes:

1 Organization’s manpower requirements,

2. Nature of the work,

3. Future requirements (of skills and abilities)

Other environmental conditions include:

1 Nature of training of other agencies,

2. Methods and aids used for imparting training,

3. Management subordinates relationships.
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5.9 EVALUATION OF TRAINING
5.9.1 What is Evaluation

It is the systematic collection and assessment of information for deciding how
best to utilize available training resources in order to achieve organizational
objectives.

The evaluation of training programme is an integral part’ of the management
training process. It is the final step*™> when those responsible for a programme
determine the extent to which the purpose of the programme has been accomplished.
Specifically, since every programme is intended to bring about change, evaluation
allows measuring how much change has accrued.™’

Therefore, one of the most important aspects of Bangladesh training system is
proper evaluation of the programme. If management training is accepted as one of the
necessary tools for efficient operation of an organization, then the question of
evaluation must be given serious attention and action. Evaluation of management
training programme can provide how far the training activities are worthwhile.

D.B, Summer, Personnel Management in Banks New York Me Graw - Hill Book
Company: 1981, P. 364.
* Evaluation is an essential feature of all part of the programme for the training of
management. (K.K. Ahuja, Op. Cit. PP.143 - 144). Evaluation of management
training continues to be a topic about which much is written and little effective is
done. (J. Dopyera and L. Pitone, *Decision Points in planning the Evaluation of
Training. Training and Development Journal. VVol. 37, No. 5, May 1983, P. 66).
"Although evaluation is described as the final phase of the management training
process, it is an on going part of the management training process. Evaluation does not
operate in isolation fiom the other phases. On the contrary, it is the mechanism that
provides feedback to the programme developer about how well the other steps are

functioning. Evaluation is the dynamic link of the entire process. (D. B. Summers,
Op. Cit, P. 364).
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The concept of evaluation is most commonly interpreted in determining the
effectiveness of a programme in relation to its objectives. It is known that
management invests in training programmes of managers only with the expectation to
see some tangible benefits derived wherefrom. The concept of evaluation of
management training becomes operational only when there is a real or tangible
product to measure which will indicate how well a programme is received and how
well who participated in it are doing.

Evaluation Hterally means the assessment of value or worth. It would simply
mean the act of judging whether or not the activity to be evaluated is worthwhile in
terms of some criteria of value, in the light of the information available. However, in
the field of management training, evaluation has traditionally been taken to include
not only the assessment of value, but also the collection and analysis of the
information on the basis of which the assessment is to be made. The evaluation also
includes investigation before and after training as well as during training of
managerial personnel because one cannot assess management training efforts unless

something about the before and after management training situation is known."

“ K.K. Ahuja, Personnel Management, (New Delhi, Kalyani Publishers: 1980, P.
144,

“ B.R. Virmani and P. Seth, Evaluation Management Training and Development
(New Delhi; Vision Books Private Ltd., 1985,) P. 10.

"It is an attempt to obtain information (feedback) on the effect of training programme
and to assess the value of the training in the light of that information. (A. C. Hamblin,
Evaluation and Control of Training, London: McGraw - Hill Book Company, 1974,
P.8.) It is a process of putting a value on the benefits stemming from the training
process in practical, social and / or financial terms. (G. P. Rabey, Training, New
Delhi: Dialogue Publishers and Distributor, 1983, P.57.) Evaluation involves a
comparison between the objectives sought and the results of training then determining
if the effort justified by the results. Evaluation means value judgment. The judgment
therefore depends upon the value and here in lies the difficulty basic to all evaluation.

... Contd.
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In Bangladesh, most of the evaluation of management training conducted is
limited to a position of immediate importance. Some major advances have been made
in the concept of evaluation in recent years, the experts have tried to classify
evaluation of management training into different levels that is necessary for
systematic and proper collection of information and to measure the changes caused by
management training. 4041 »

Valid evaluations are hard to obtain and experimental evidence is even harder
to produce. ' Evaluation is one of the great - unsolved problems in the world of
organizations. Yet there available tools and tested procedures which have been found
useful. Since any management training activity represents an effort to change, there
can be before and after evaluations to see whether the desired changes did in fact
occur. What is needed is a criterion or set of criteria by which the change can be
measured. In addition to selecting adequate criteria, it is necessary to set up a rigorous
evaluation research design, following known research principles, to demonstrate that
the measured changes resulted from the development effort and not from some

extraneous source.

" D. E. McFarland, Op. Cit., P. 480.

(L. K. Caldwell, * Measuring and Evaluating Personnel Training,” in A New
World: Readings on Modem Public Personnel Management edited by Shafritz, J. M.
(Chicago: International Personnel Management Association, 1975,p,160.)

It is a systematic inquiry into training contexts, needs, plans, operations and effects.
(R.O. Brinkerhoff, “Making Evaluation More Useful,” Training and Development
Journal, Vol, 35, No. 12, December, 1981, PP. 66 - 70.)

Evaluation is a challenging exercise for management trainers. Determining the
design and application of evaluation methods are often difficult tasks, but that must be
given serious and adequate attention. D. B. Summer, Op.Cit. P. 365.

JSIE: 8

osrsfinTsj
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5.9.2 Types of Training Evaluation

One of the most common ways of evaluating management training is named.
CIRO framework of evaluation. CIRO stands for Context, Input, Reaction and
Outcome.

a. Context Evaluation

Obtaining and using information about the current operational context that is,
about individual difficulties, organizational deficiencies, and so on. In practice, this
mainly implies the assessment of training needs as a basis for decision.

b. Input Evaluation

Obtaining and using information about possible training resources in order to
choose between alternative inputs to training.

c. Out come Evaluation

Monitoring the consequences of training. Three levels of outcome evaluation
may be distinguished:

i. Immediate Outcome: Changes in trainees’ knowledge, skills and attitudes
that can be identified immediately after the completion of training. Assessment
involves some measures of how people have changed during a training programme.

ii. Intermediate Outcome: The changes in trainees' actual work behavior that
result from training. Assessment involves monitoring performance on tliejob.

lii. Long -Term Outcomes: The changes in the functioning of part or all of the
organization, which have resulted from changes in work behavior originating in
training. Assessment is usually in tenns of output or financial measures.

d. Reaction Evaluation

Obtaining and using information about trainees on expressed current or subsequent

reactions in order to improve training.
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5.9.3 Why Evaluation

Training is done with specific objectives. Hence, evaluation of training is a
must. It is necessary in order to determine:

a. ifthe development objectives were achieved.

b. the effectiveness of the methods instruction.

c. if the best and most economical training activities were conducted.

The importance of training evaluation is shown in the next page diagram,

which shows the sequence of training activities.

P.N. Singh, Training for Management Development”™ Indian Society for Training
and Development. Training House, B -14, Mehrauh Institutional Area, and New

Delhi:-110-016, PP.135 - 136.
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THE SEQUENCE OF TRAINING ACTIVITIES

~Figure no. 4, The Sequence of Training Activities, Source: P.N.Singh, Training
for Management Development, New Delhi: P. 137.

Evaluation also helps to tell us about the quality of the training, on the one
hand and the effect that it has created on the learners, on the other. Systematic
evaluation can point out the weaknesses in the programme so that they could be

corrected in future programmes. It can also indicate the extent to which the learners
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have learned what is taught in the class, the extent to which they have transferred this
learning to the work situation and the results yielded their after.*
5.9.4 When to the Evaluate

The evaluation process normally starts right from the stage when the training is
in progress. The actual evaluation should be done right from the inauguration stage of
training or when the trainees reach the campus; during training; and after training, say,
form there months to one year. Evaluation at the inaugiu-ation stage will help to
compare the laid down objectives and contents of the programme with the
expectations of the participants. The process with thus helps the programme designers
to change the content of the programme to match the participants’ expectations and
objectives. This evaluation is known as the pre - training evaluation.

Intermediate evaluation is done when training is in progress. This can be done
either on a day - to - day basis or at the end of the training day - to - day evaluation is
convenient when the programme duration is long, say exceeding 3 days. Intermediate

evaluation serves mainly two purposes.

a. Reaction: It indicates the feedback of the participants with regard to the
coverage, presentation duration etc. of the programme.
b. Learning: Evaluation of learning gives two - way results for trainers and

trainees. From the trainer’s point of view, it indicates the extent to which

~Ibid, P. 138
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learning has taken place as also any barriers to learning. From the trainee's point of
view, it gives him the knowledge of results, which aids his training effort.

Post - training evaluation serves two purposes - i. Behavior change and ii.
The result achieved (Tangible or Intangible). This is done during a period ranging
from 3 months to 1year after the training - the ideal period being six months, since by
that time he would have got the opportunity, if everything including the organizational
climate is in his favor, to implement what is learned in the class and also for the
results to be visible.

5.9.5 Techniques of Evaluation

It may be remembered that evaluation at any stage should be made keeping in
mind the objectives set before the programme.

Many tests have been criticized as being too academic for use in business and
industrial training activities. While some tests have their weaknesses, it can be said
that testing works better than subjective judgment in decisions regarding the value of
training. Tests are of value to the:

I. Instructor, because they supply one of the most important sources of
information as to how well the instructor (as well as the trainee) is meeting the
objectives of the unit of instruction.

ii. Trainee, since they indicator what progress the trainee is making, assists in
the diagnosis of the areas of difficulty, helps distinguish between the relevant and the

irrelevant, and can provide incentives towards greater effort.

Ibid. P. 138
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lii. Training management who also use tests to assist in the assessment of the
instructional personnel, teaching methods and materials and whether or not the
training activities do further the attainment of the goals and objectives of the business.
iv. Top management because of the value test resuUs have in preparing reports
on the effectiveness of the entire training and development operation. ~

5.10 PURPOSE OF MANAGEMENT TRAINING

The evaluation of management training is done to discover the extent to which
and in what ways training is effective. There are a variety of purposes of the
management training evaluation. Most purposes fall into one of the two categories:
Justification or determination. Justification evaluation generates back - up material for
budget requests to maintain or increases department activities. Determination
evaluation includes training needs assessment, programme improvements, impact
evaluation and evaluation process.

Evaluation is done for various purposes. The evaluator should be clear about
why he has been asked to evaluate management training. Evaluation of a management
training programme may be done: i. to increase effectiveness of the management
training programme while it is going on, ii. to increase the effectiveness ofthe
management training programme to be held next time, iii. to help participants to get
feedback for their improvement and to increase their efficiency, and iv. to find out to

what extent the management objectives are achieved.

P.N.Singh, Op. Cit., P. 139

2 K. K. Ahuja, Op. Cit.. p. 144.



100

Dhaka University Institutional Repository
Buchanan suggests that evaluation should aim at answering two basis
questions. They are i. how well did the programme meet the needs for which it was
intended? And ii. how appropriate were the instructional methods and other
procedures employed in carrying it out? In other words, not only should the results
obtained be evaluated but also the management training methods used/**

If evaluation is done properly and if it is to be useful to the trainer, it must
provide information relevant to his decision making needs”™ An evaluation of a
management training method or system must also take into account the suitability of
objectives. If the objectives were inadequately formulated in the first place, even a
good management training programme has really no chance to be effective. Objectives
have to be clear - cut, must relate to needs, and make way for changes. Objectives
cannot be static and need to be reappraised frequently so that management training
may result in improved overall organization efficiency. Evaluation of objectives helps
to bridge the gap between needs and objectives. M

An evaluation programme that can be relied upon for an objective appraisal of
management training efforts should have the following characteristics, i. Based upon
accurate and realistic analysis of prevailing values; ii. Consistent with organizational
goals and objectives, and iii. Utilizes all appropriate means of objectives

measurement.

P.C. Buchanon, “/i systemfor Evaluating Supervisory Development Programme”
Personnel. Vol. XXXI, No. 4, January 1955. PP. 335 - 337.

D. Bakken and A.L. Bernstein, A Systematic Approach to Evaluation, Training
and Development Journal. Vol. 36, No.8, August 1982, P. 44.

A. Monappa and M.S. Saiyaddin, Personnel Management”™ (New Delhi:) Tata
McGraw - Hill Publishing Company Ltd., 1976, P. 153.
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5.11 METHODS OF EVALUATION

The process of evaluating management training programmes beings in the
planning stage of management training with the specification of management training
objectives. Management training objectives, which are obtained from a needs analysis,
provide the standards for evaluation of programme effectiveness.

Indeed, the evaluation of management training programme is much more
compels than evaluating the value of management training programme. Because
managerial job is highly intangible and date regarding changes in performance are not
easily accessible. However, many methods have been proposed to evaluate the
effectiveness of management training programme.™

Different scholars and writers have mentioned a number of methods of
evaluation. Tracey mentioned six methods as i. Observation, ii. Ratings, iii. Trainee
surveys, iv. Trainee interviews, v. Instructor surveys and vi. Instructor interviews.
Kilpatrick described four methods such as: i. Reaction, ii. Learning, iii. Behavior and
iv. Results. Sikuia discussed four methods in a separate way as i. Participant reaction,
ii. Before and after test scores, iii. Before and after performance measures and iv.
Experimental and control groups. Another six evaluation strategies are i. Delayed
treatment control group, ii. Modified critical incident method, iii. Over the shoulder
evaluation, iv. Performance analysis, v. Time serious evaluation and vi. Cost benefit
analysis. (R.D. Salinger and B.S Deming P. 21.) Clement and Aranda suggested a
contingency approach to evaluation depending on four dimensions as i. Training

result, ii. Relative effectiveness of technique, iii. Impact of individual difference and

R.S. Dwivedi, Management of Human Resources™ (New Delhi: Oxford and IBH
Publishing, 1982, P. 143.
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iv. Impact of environment. Hemblin described five levels and strategies for obtaining
evaluation. These are: i. Reaction of trainees and other factors, ii. Learning attained
during the training period, iii. Job behavior in the work environment, iv. The overall
effects on the organization and v. Ultimate values referring to such factors as survival,
profit, welfare of interested parties and social / political welfare. Rebey classified
evaluation methods into seven categories. The forms of the evaluation with reflect
this: i. Cost benefit approach, ii. Organization development approach, iii. Job related
approach iv. Training centered approach, v. Learning centered approach vi. Reaction
based approach and vii. A managerial approach. Nigro described two methods of
evaluation, one is interview with the trainees, supervisors, peers and subordinate and
another index is the complaint file. Monday and Noe discussed three approaches to
evaluations. These involved evaluation of i. Participants enjoyment of the programme
ii. The extent to which they have learned the material and iii. Whether the stated
training goals have been achieved. M.E. Smith said that two basic decisions must be
made as a result of management training programme evaluation: to continue or stop
the programme.

Evaluation of training programme is very vital. This has to be simultaneously
conducted along with the course. Issues and problems encountered during training
courses may be considered for inclusion in the following year’s course materials.
Unless latest developments on the subject matter are included, training programme
becomes stale and outdated. Continuous liaison between trainers on the one hand and
trainees and work organizations on the other in respect of evaluation of the
programme helps devise out o date course materials.

Actually no universally accepted model for evaluating management training

programmes exists, nor are there generally accepted models of operation or behavior.
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Perhaps the most underdevelopment aspect of management training is its evaluation.
In the respondent Janata Bank Training Institutes, a rough and ready system of
evaluation is generally followed. These methods are shown in the Table no. 5.
TABLE NO. 5

Methods of Evaluating Management Training Programmes in Bank

Methods No. of Respondents Percentage Number
of using
Institutes
1. Through a Questiormaire 20 40%

Filled in by Each
Participate at the End of

the Course.

Formal Discussion with 10%
Some Participants.

Informal Discussion with 10%
Some Participants.

Administration of 10 20%

Questionnaire on Inputs
Before and After the
Course.
Involved Faculty Course 10%
Co-Ordinationators
Discusstheir Impressions
about the Course Inputs
etc.
6. Employer’s Report 10%

Total 50 100%

*Based on the Responses of Senior Principal Officer to Deputy Genera! Manager
Interpretation:

As depicted in the Table, the practices adopted by all Institutes are having an
evaluation performance filled in by the management trainees at the end the course.
This proforma elicits the reactions of the management trainees to various aspects of
management training programme. The other two methods that are also adopted by all

Training Institutes include "administration of questionnaire on inputs before and
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after the course’ and ‘involved faculty course coordinators to discuss their
impressions about the course inputs’. One Training Institutes adopt formal
discussion, informal discussion and employer's report methods for evaluation
training programmes.

In the respondent Training Institutes evaluation of management training
programme is usually done on some aspects, w*hich shown in Table no, 6,
TABLE NO. 6

Aspects of Training Covered in Evaluation

Aspects Number of Using Institutes  Percentage
1. General Evaluation of 100
the Course as a Whole
2. Programme Design 80
3, Evaluation of Each
Session / Input
4. Evaluation of  Each
Subject
5. Pedagogical Tools Used I 60

*Based on the Responses of Senior Principal Officer to Deputy General Manager

Above in the Table depicted general evaluation ofthe course as all respondent
Training Institutes did a whole. Two Institutes generally did evaluation of
programme design and only one Institute evaluated the pedagogical tools. No
Institutes assessed the practicability of concepts and session /input and the benefits of
the same in the work situation of the management trainees.

Irrespective of how rigorous or simple the approach to evaluation is, ultimately
it has to provide feedback improvises subsequent programmes. In some cases the
feedback information may be available but if the trainers are not aware or are not
convinced of its utility then the whole evaluation exercise become futile. In the Table

no. 7,utility of evaluation feedback is shown. As indicated in the same Table, 25%
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respondents mentioned that they drew some benefits in tenns of setting course
objectives, 16.66% respondent faculty members mentioned that the feedback obtained
from the evaluation of Training Institute courses was useful for future planning and
modification of his Programme design, 16.66% felt the feedback data was useful for
subsequent improvement of reading material. 16.16% respondents obtained benefits
for improvement of its course inputs and 25% respondent faculty members used the
feedback for improving its pedagogical tools.
TABLE NO. 7

Utility of Evaluation Feedback for Subsequence Management Training
Programme

Areas No. of Respondents Percentage
1 Setting of Courses Objectives 15 25%
2. Programme Design 10 16.16%
3. Reading Material Given to the 10 16.16%
Paiticipants
4. Courses Inputs 10 16.16%
5. Pedagogical Tools Used 15 25%
Total 60 100%

* Based on the Responses of 20 Faculty )v/embers.

* More then One Responses has been received from the Same Respondents
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CHAPTER - SIX
PERFORMANCE APPRAISAL

6.0 DEFINITION OF PERFORMANCE APPRAISAL

Performance appraisal is a formal assessment of how well employees are
performing their job. It is a systematic appraisal of an employee by his / her superior
officer who is conversant with the employee's job performance. In other words, it is a
process of evaluating perfonnance of an employee by his / her superior with relation
to his / her job requirement, Heyel observes; “It is the process of evaluating the
performance and qualifications of the employees in terms of the requirements of the
job for which he is employed, for purposes of administration including placement,
selection for promotions, providing fmancial rewards and other actions which requires
differential treatment among the members of a group as distinguished from actions
affecting all members equally.”” Others regard it is a “process of estimating or
judging the value, excellence, qualities or status of some object, person or thing.””
Individually and collectively, it is a part of all the other staffing processes, viz.,
recruitment, selection, placement and indoctrination. Personnel appraisal places
emphasis on the development of the individual as and widely used to evaluate
technical, professional and managerial personnel. The performance appraisal process
is shown in figure no. 1
6.1 PURPOSE OF PERFORMANCE APPRAISAL

I Appraisal is an aid to creating and maintaining a satisfactory level

performance by employees on their present jobs.

’ C. B. Mamoria, Personnel Management”™ Himalaya Publishing House, P. 403.

~bid. P. 403.
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ii. The appraisal may highlight needs and opportunities for grow
development of the person.

iii. A formal and periodic appraisal encourages supervisors to observe the
behavior of their subordinates.

iv. An appraisal aids decision making for promotion, transfer, layoffs and
discharge.

v. Many organizations relate the size and frequency of pay increases to the
rating assigned to the employees in the performance appraisal.

vi. The accuracy of predictions made in the employees selection process is
often determined by comparing or correlating performance rating with test scores
interviewer's evaluations and so on.

vii. It can help in preparing employees for performing higher - level job by
continuously reinforcing the development of behaviors and qualities required for
higher - level positions in the organization.

viii. In addition it can assist in a variety of personnel decisions by generating
data about each employee periodicaUy.

THE APPRAISAL PROCESS
1. Establish performance standards
2. C<I’\municate’!performan’|\e expectations to employees
3. Measure actual performance
4. Cc”pare acti™l performance with standards
5. Dilcuss the aj~raisal witi ithe employee
6. If necessary initiate corrective action
Figure no. 1, The Appraisal Process, Decenzo Robbins and Stephen Robbins,

Personnel/ Human Resource Management, Third Edition, Prentice - Hall of India
Private Limited, New Delhi: 2001, P. 362.
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6.2 METHODS OF PERFORMANCE APPRAISAL
A number of performance appraisal methods are available. In fact, each
organization has its own way of appraisal. However, a close analysis of their appraisal

form reveals they represent variation of one or other type of following methods of

performance appraisal:
a. Traditional Performance Appraisal:
I. Ranking method,
ii. Graphic rating scale,
iii. Graphic scales,
iv. Checkhsts,
v. Forced choice description,
vi. Critical incident method,
vii. Free form essay,
viii. Overall assessment,
ix. Guideline assessment,
x. Grading.
b. Result - Oriented Appraisal and
c. Management by Objectives.
6.3 MAJOR STEPS OF PERFORMANCE APPRAISAL
I. Carefizl formulation and communication of policy on rating,
ii. Selection and development of the seals to be used,
iii. Training of raters,
v. The actual process,
vi. The analysis of ratings and

vii. The use of resulting ratings.
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6.4 ESSENTIAL OF A GOOD PERFORMANCE APPRAISAL
I. It must be easily understandable.
ii. It must have the support of all line people who administer it.
iii. The system should fit the organization's operations and structure.
iv. The system should be valid and reliable.
v. The system should have built - in - incentive that is a reward should follow
satisfactory performance.
vi. The system should be periodically evaluated to be sure that it is continuing to
meet its goals.
vii. There should be a clear - cut programme for training.
viii. There should be a programme for to improve the rater's interviewing
abilities.
ix. There should be qualified over - all supervision of the plan’s development
and administration.
x. Rating procedure and forms should be so constructed as to provide a uniform
progress, which can be applied in all or in part to all jobs in the organization.
6.5 CRITERIA OF PERFORMANCE APPRAISAL IN JANATA BANK
For examining the performance of all the employees of Janata Bank, a system
is followed which is called the annual confidential report system, in short (ACR)
system. In every year at the beginning of December an appraisal form is sent to the
manager of different branches by the Administration Division of Head Office for the
valuation of the duties done by the employees during that years. The valuations of the
employees are done once in a year by following this system so it is called the annual
confidential report system. Different Divisional Head and Branch Managers fill the

appraisal forms at the first month of every calendar year and send one copy to the
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Administrative Division, one copy to the Board of Directors into envelope covered by
seal gala and they keep one copy in their office as an office copy. After receiving the
appraisal forms from different Divisions and Branches the Administration Division
examines the appraisal report and then keeps the same in the respective personal files.
Later on, at the time of promotion of the employees the promotion is given to the
appropriate employees by examining the appraisal forms of the previous 3 - years of
the employees.
The following are the structures of the annual confidential report of Janata

Bank

1st Part: Bio - Data and Other Information;

2nd Part: Personal Activities;

3rd Part: Appraisal of Performance;

4th Part: Recommendations and

5th Part: General Opinion.

The forms bearing number -1 (A,) 2 and 3 are equivalent to form number 1.

The form that is used only for the employees that is a different type. All the forms are
enclosed in Exhibit - 3 for knowing the details of all the forms.
6.6 Opinions of the employees of Janata Bank regarding different aspect of
performance appraisal given gradually below through the different Tables. Such as:

dd. (1) PERIOD OF PERFORMANCE APPRAISAL: (Shown in Table no. LA)
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TABLE NO. 1A

Opinion of the Appraised (Employees) Regarding the Period of Performance
Appraisal System

Opinion No. of Respondents Percentage
Annually 22 44%
Half Yearly 24 48%
Quarterly 8%
As and When Required 0 0%
Total 50 100%

Interpretation

According to the Table mentioned above the appraisal period shows close
opinion. Period of appraisal is very important element. Split period provides an
opportunity to take corrective measures, if there be any deficiency in performance the
contention is supported by the survey. Table I.A shows that the performance of all
respondents on the period of appraisal. Responses indicate that 44% of the
respondents prefer that the appraisal should be undertaken once in ayear (Annually),
while 48% prefer it hiannually (Half - Yearly) and the remaining 8% prefer it
quarterly. Data clearly shows that majority of the respondents are of the opinion that
performance appraisal should undertake more than once in a year a practice that is
currently being followed in Janata Bank. While indicating the reason for undertaking
performance appraisal more than once in a year the majority of the respondents
maintained that an appraised (employees) might have an opportunity to undertake
corrective measures if their performance falls short of desired level.
6.6, (2) DESIGNATION BASIS PERIOD OF PERFORMANCE APPRAISAL.:

(Shown in Table no. LB)
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TABLE NO. |I.B

Opinion of the Different Categories of Employees Regarding Period of Appraisal
System

Designation Quarterly Half Yearly Annually
D.G.M 0% 2% 2%
A.GM 0% 4% 4%
S.P.O 0% 6% 0%

P.O 0% 5% 7%

Sr. Officer 0% 6% 6%
Officer 1% 0% 1%

Jr. Officer 0% 1% 0%

Sr. Clerk 1% 0% 0%
Total 2% 24% 20%

Interpretation

Table no. 1.B shows the preference as the period of appraisal calculated on the
basis of designation. Here the opinions of the officers beaiing same position are
different. Of the 48% preferring performance appraisal to be undertaken more than
once ayear, the group consisting of Senior Principal Officer (SPO), Principal Officer
(PO) and Senior Officer (SO) strongly prefers that the appraisal should be undertaken
more than once. The group preference is perhaps due to the fact that they are the one
who are affected by the appraisal in a substance way. The positions above Assistant
General Manager (AGM) Deputy General Manager (DGM) are more involved a being
appraiser than appraised (employees). Similarly, the position below Officers, Junior
Officers and Senior Clerks are yet to understand the consequence of performance
appraisal. These clearly indicate that a clear understanding must to make to all both
appraiser and appraised (Employees) on the process and consequences of performance

appraisal.
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6.6. (3) CONSUL TED BEFORE EVALUATION: (Shown in Table no. 2.A.)

TABLE NO. 2.A

Opinion of the Appraised (Employees) As to Whether They are Consulted before
Evaluation

Opinion No. of Respondents Percentage
8 JL6%_

No 42 84%

Total 50 100%

Interpretation

16% respondents replied in the affirmative and 84% replied in the negative. It
substantial that Janata Bank performance appraisal system does not require the rater to
discuss with the ratee before any evaluator.
6.6. (4) FEELINGS OF THE APPRALSED (EMPLOYEES): (Shown in Table no.
2.B)

TABLE NO. 2»

Opinion of the Appraised (Employees) Feelings about the Discussion with the
Superior before Appraisal

Opinion No. of Respondents Percentage
Should Discuss 36 12%
No Need 6 12%
Not Applicable 8 16%
Total 50 100%

Interpretation
72% Respondents said that their superior should discuss with them before

appraisal. 12% replied in the negative and 16% replied by saying, not applicable.
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6.6. (5) PURPOSES OF PERFORMANCE APPRAISAL (Shown in Table no. 3)
TABLE NO. 3

Opinion of the Appraised (Employees) Regarding the Purposes of Performance
Appraisal System

Serial no. Opinion No. of Respondents Percentage

1 Increment 0 0%
Promotion 8 16%

Incentives 0 0%

Training 0 0%

Punishment 0 0%

Record Only 4%

1&2 22 44%

8 1,2&3 8%
1,2&5 8 16%

10 1&5 0 0%

11 284 4%

12 1,2,3,4&5 8%
13 Total 50 100%

Interpretation

Here, 15% respondents said that promotion is the only purpose of performance
appraisal, other 16% respondents said that increment, promotion and punishment
were the purpose of appraisal. 8% respondents said that increment, promotion and
incentives were the purpose of appraisal. The other 8% said diat increment,
promotion, incentives, training and punishment are the purpose of appraisal. 4% said
that its purpose is only for record. The highest 44% said that increment and
promotion are the purpose of performance appraisal.

6.6. (6) ACCURACY OF PERFORMANCE APPRAISAL (Shown in Table no. 4)



115

Dhaka University Institutional Repository

TABLE NO. 4

Opinion of the Appraised (Employees) about the Accuracy of Performance
Appraisal System

Opinion No. of Respondents Percentage
Very Accurate 8%
Accurate 10 20%
Not Accurate 36 72%
Total 50 100%

Interpretation

This Table shows that most of the respondents {72%) doesn1 believe that their
superior truly determines their performance, 20% respondents said that their superior
truly determines their performance. Remaining 8% appraised (Employees) said that
performance appraisal is very accurate.
6.6 (7) REASONS FOR INACCURACY OF PERFORMANCE APPRAISAL
(Shown in Table no. 5)

TABLE NO. 5

Opinion of the Appraised (Employees) Specifying the Reasons for Inaccuracy of
Performance Appraisal System

Serial no. Opinion No. of Respondents Percentage
1 System Complicated - -
2. Contents No Job Related - -
3. Superior Biased - -

4 Mgt. Not Giving Importance - -
on Appraisal

5. Scope for Influence on 2 4%

Supervisor

6. 1&3 10 20%

7. 1&5 2 4%

8 34&5 8 16%

Q. 3&5 16 32%

10. 4&5 2 4%

11. Total 40 80%
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Interpretation
According to this Table, 32% respondents believe that biased ness and scope
of influence on superiors are the main reasons for defective appraisal. 16%
respondents believe that biased superiors™ management attitude towards appraisal
and influence on superiors aie the main reasons for defective appraisal. 20%
respondents said that complicated system and superior's biased ness are the reasons
for this. Influence on supervisor is the main reasonfor defective appraisal, said 4%
respondents. Another 4% respondents said that complicated system and influence on
superior are the main reasons for defective appraisal. Rest of 4% thinks that wrong
attitude regarding management towards appraisal and influence on superiors are the
main reasons for defective appraisal.
6.6. (8) PREFERENCE OF APPRAISAL SYSTEM (Shown in Table no. 6)
TABLE NO. 6

Opinion of the Appraised (Employees) Regarding Preference of Appraisal
System

Serial no. Opinion No. of Respondents  Percentage
I Confidential Report 8 16%
2. Graphic Rating 0 0%
3. Ranking Method 0 0%
4. Forced Choice Method 0 0%
5. Chose Method 0 0%
6. Paired Comparison 0 0%
7. Critical Incident 0 0%
8. Weighted Incident 0 0%
9 Weight Checklist Method 0 0%
10. Filed Review 0 0%
11. Cost Accounting 0 0%
12, Forced Distribution 0 0%
13. Point Method 7 14%
14. Interpersonal Comparison 0 0%
15. Management by Objective 0 0%
16. Participatory Method 35 70%
17. Total No. of Respondent 50 100%
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Interpretation
A large segment, 70% of the respondents prefer participatory method. 16%
prefer confidential system and the rest 14% prefer point method appraisal system.
6.6. (9) SUBORDINATES RELA TIONSHIP (Shown in Table no. 7)
TABLE NO. 7

Opinion of the Appraised (Employees) Regarding in Ensuring Good
Management Subordinates Relationship Through Effective Appraisal System

Opinion No. of Respondents Percentage
Yes 50 100%
No 0 0%
Total 50 100%

Interpretation
All 100% respondents believe lliat effective appraisal system can ensure good
management subordinates relationship.
6.6. (10) ASSURANCE OF BONUS/ INCENTIVE (Shown in Table no. 8)
TABLE NO. 8

Opinion of the Appraised (Employees) Regarding Linkage of Bonus / Incentives
with Outstanding Performance

Opinion No. of Respondents Percentage
Linked with Outstanding Performance 48 96%
Not Linked with Outstanding Performance 2 4%
Total 50 100%

Interpretation

Almost all respondents (96%) believe that outstanding performance should

ensure bonus / incentives.
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6.6. (11) JOB SATISFACTION ON EFFECTIVE APPRAISAL (Shown in Table
no. 9)
TABLE NO. 9

Opinion of the Appraised (Employees) Regarding Dependence of Job Satisfaction
on Effective Appraisal_System

Opinion No. of Respondents Percentage
Always Depends 24 48%
Never Depends 0 0%
Sometimes Depends 26 52%
Total 50 100%

Interpretation
52% respondents think that job satisfaction sometimes depends on effective
performance appraisal, and 48% respondents think job satisfaction always depends on
effective performance appraisal.
6.6. (12) DEPENDENCE OF PROMOTION, DEMOTIONAND TRANSFER
(Shown in Table no. 10)
TABLE NO. 10

Opinion of the Appraised (Employees) Regarding Dependence of Promotion,
Demotion and Transfer in an Organization on Performance Appraisal System

Opinion No. of Respondents Percentage
Always Depends 10 20%
Never Depends 10 20%
Sometimes Depends 30 60%
Total 50 100%

Interpretation
60% respondents think that promotion; demotion and transfer sometimes

depend on performance appraisal in this organization. 20 % respondents think that
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promotion, demotion and transfer promotion always depends and another 20% think
that it never depends on performance appraisal.
6.6(13) DETERMINATION OF TRAINING NEED (Shown in Table no. 11)
TABLE NO. ii

Opinion of the Appraised (Employees) Regarding Determination of Training
Needs by Performance Appraisal

Opinion No. of Respondents Percentage
Yes 40 80%
No 10 20%

Total 50 100%

Interpretation
80% respondents think that performance appraisal determines the necessity of
training. Another 20% don't think so. They think performance appraisal don't
determine the necessity of training.
6.6(14) MODIFICATION OF THE APPRAISAL (Shown in Table no. 12)
TABLE NO. 12

Opinion of the Appraised (Employees) Regarding Modification of the Appraisal
System in an Organization

Opinion No. of Respondents Percentage
Should Modify 30 60%
No Need 0 0%
Partially Modify 20 40%
Total 50 100%

Interpretation
60% respondent’s opinion to modify the appraisal system. 40% respondents

think that this system should be modified partially.
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6.6(15) EXECUTION OF THE PERFORMANCE APPRAISAL OF
SUBORDINATES IN THE ORGANIZATION (Shown in Table no. 13)
TABLE NO. 13

Opinion of the Appraiser (Superiors) Regarding the Execution of the
Performance Appraisal has Subordinates in the Organization

Serial no. Opinion No. of Respondents  Percentage
1. To Maintain Record of
Employees Worth
To Make Decision on
Personnel Management Issues
For Promotion, Demotion and

Transfer

Only for Promotion 20%
land 2 40%
2and 3 40%
Total 10 100%

Based on 10 Appraiser (Superiors)

Interpretation

40% respondents think that the appraisal is done for maintaining record of
employees worth and to make decision on personnel management issues. Another
40% think that performance appraisal is done for making decision on personnel
management issues andfor promotion, demotion and transfer. Rest 20% thinks that
performance appraisal is only donefor promotion.
6.6. (16) RECEIVED ANY TRAINING EVALUATE PERFORMANCE (Shown in

Table no. 14)
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TABLE NO. 14

Opinion of the Appraiser (Superiors) Regarding Received any Training Evaluate
Performance

Opinion No. of Respondents Percentage
Received Training 20%
No Training 8 80%
Total 10 100%

Rased on 10 Appraiser (Superiors)

Interpretation
Only 20% respondents received training on performance appraisal and 80%
respondents dont receive any training on performance appraisal.
6.6. (17) TRULY DETERMINATION OF PERFORMANCE (Shown in Table
no. 15)
TABLE NO 15

Opinions of the Appraiser (Superiors) Regarding Truly Determination have
Performance of the Appraised (Employees) by the Performance Appraisal
Format Used in the Organization

Opinion No. of Respondents Percentage
Yes 6 60%
No 4 40%

Total 10 100%

Based on 10 Appraiser (Superiors)

Interpretation

60% respondent said that performance appraisal format used in this
organization truly determines performance of an employee. Rest 40% said that this

format doesn't determine true performance.
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CHAPTER - SEVEN
PROMOTION, DEMOTION AND TRANSFER

7.0 PROMOTION POLICY

A Promotion is the movement of an employee to another job at higher levels
normally to one that carries increased prestige, pay, and performance requirements.
Although a promotion may not always involve a significant improvement for an
employee, it normally represents movement up the organization ladder which a person
must cover, if he is to continue to progress within the enterprise. In short, promotion is
the advancement of an employee to a job that requires greater skill and large
responsibility with customarily, commensurate advance in pay. According to Scott
and Clothier; “A promotion is the transfer of an employee to a job which pays more
money or one that carries some preferred status.”*Each step in the various branches of
these promotion “trees” serves as a learning post for the next higher job.*

There are two types of promotion, vertical and horizontal.» when an employee
is promoted to the next higher rank in the same department, then if is known, as
vertical promotion under the horizontal promotion an employee is promoted from a
position is one department to a position in another department. There are three bases

of promotion seniority, ability and seniority and ability

' Dr. C.B. Mamoria, Personnel Management, Himalaya Publishing House: P. 275.

A Dale S. Beach, Personnel: The Management of People at Work, Macmillan
Publishing Co., Inc New York Collier Macmillan Publishers London: P. 340.

A Dr. Ataur Rahman, Modern Personnel Management”™ Hosania Publications; Porba
Razarbazar, Dhaka, P.80.

Ibid, P. 74 -75.
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7.1 THE RULES AND REGULATIONS REGARDING THE PROMOTION OF
OFFICERS AND EMPLOYEES OF THE JANATA BANK
7.1.1 Rules and Regulations for Promotion of Employees from 4*’ to 3*Class

A list of the employees, who are to be promoted, will have to be prepared
according to polices of the service rule of the Janata Bank - 1995 in case of the
promotion in the position from 4% class employees to class employees. The
personal records and annual confidential reports of the said selected employees will
have to the examined by the”election g.ommittee. The subject of promotion of those
employees who’s lasted 3 years annual confidential reports is satisfactory and whose
educational qualification (H.S.C / Equivalent) will have to be brought in
consideration. Any special performance of any employee such as acquisition of
deposit, recovery of loan, experience in a branch regarding special security etc. will
have to be considered in case of promotion. An employee will not be considered for
promotion if any penalty / charge remains pending against him / her or if the time of
penalty is imposed on him / her according to the decision taken in the 5™ urgent
meeting of the committee of Board of Directors on 31.12.91.

After considering the above - mentioned subject the “election Committee will
prepare a list of employees for those who are selected for promotion and accordingly
they will be promoted to the vacant post later on, on seniority basis form that list.

7.1.2 The Following Rules and Regulations will have to be Followed for
Promotion from Different Designations of Lower Division Clerk / Equivalent
Designations, Upper Division Clerk / Equivalent Positions and from Different
Upper Division Clerk / Equivalent Posts to Different Post of Super Supervisors /

Equivalent Posts
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According to tlie niles and regulations of the Janata Bank employees rules
1995 a list of employees is to be prepared for those who are fit for promotion from
different designations of Lower Division Clerk / equivalent posts to different
designations of Upper Division Clerks / equivalent posts and from the post of
different Upper Division Clerk / equivalent posts to different posts of superiors /
equivalent posts. Personal records and aimual confidential reports (ACR) of those
selected employees will have to be examined and considered by the selection
committee. Those employees who will get less than 35 numbers in the last three years
annual confidential reports they will not be considered for promotion. Those who will
get 35 numbers and more than that and those who have requisite qualifications they
will be considered for promotion. Any special peiformance of any employee such as
acquisition of deposit, recovery of loan, experience regarding security in a branch etc.
will have to be considered in case of promotion. An employee will not be considered
for promotion if any charge / penalty remains pending against him / her or if the
penalty is imposed on him according to the decision taken on the 55*'urgent meeting
of the committee of tlie Board of Directors on 31.12.91.

After considering the above - mentioned subjects the Selection Committee will
prepare a list of employees for those who are fit for promotion and accordingly they
will be promoted to the vacant post later on, on seniority basis from that list. General
Manager (Admin.) will recommend the promotion of this grade on the basis of the

recommendation of the Selection Board.
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7.1.3 The Following Marking Criteria will have to be Followed in Case of
Promotion from Different Posts of Superiors / Equivalent Posts to Different Posts
of 2"* Class Officers to Different Posts of I* Class Officers, from Senior Officers
or Equivalent Posts to Principal Officers or Equivalent Posts and from Principal

Officers or Equivalent Post to Senior Principal Officer or Equivalent Posts

I Last 3years A.C.R ..o 45 numbers
ii. Educational qualification............cccccevviiiiie e 15”
iii. Banking diploma. ..o 05”

iv. Duration of work in a branch
(Duration of works of the professionalcomputer officers those who are

directly employed every year 1, 6 months 0.50,highest2)................. 02”

v. The numbers will be given for the special...........ccoceviiiennnes 03”
works in the related field (such as recovery of loan, development of business,
acquisition of profit’s, minimize the expenses, collection of fund etc. For acquisition
of more than one satisfactory result in a year highest 2 numbers and for acquisition of
satisfactory result of 2 or more then two years 3 numbers will be paid, but every year
1 number will be for acquisition of special performance in any one aspect but highest
2 numbers will be given. For this a list will have to be prepared by the related Division
of the Head Office for those who will acquire the expected result in the above -
mentioned fields.) Those who are employed in the Head Office including different
controlling offices they will be hable to get this marking advantage if they are able to
create anything new in the management of bank.

vi. Duration of service (every year - 2, 6 months-1, highest -15)... 15”

vii. Valuation of the Selection Committee.......cooeeeeeeeeeeeeeeeeeenen. 15”

Total 100
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Evaluation of Annual Confidential Report (A.C.R)

Best....ccoovennnne 45 Numbers
Better............... 35”
Good......coceunne. 23"
Normal............... 117
[2F: To [ 00”
Evaluation of Educational and Professional Fitness
Masters / Equivalent............ccoocevvvieiiiinennns 15 Number
Bachelor / Bachelor (Hons) / Equivalent................ 13”7
H.S.C./ Equivalent.........cccocovninininiecinnene 11”7
S.S.C./ Equivalent.......cccocniiiiniiniciee, 09”
Banking diploma T' Part........cccccocevivinnnnne 02”
Banking diploma both Part.............ccccceevnenene. 05”

Bachelor (Hons.) from Agricultural University and B.Sc. Engineering Degree will be
considered as Bachelor Degree.
15 Numbers that will be granted by the Selection Committee will be given on
the following way:
I. Fresh service record of the 1ast 3 Year.......cccvcviieiiiieieniccece e 2
ii. The special recommendation / evaluation of thesignatory in  the
A.CR 1
iii. Special valuation, recommendation regarding the candidates by the Bank
Manager / Regional Head / Area Head / Divisional Head / Division Head of the Head
(O i oL PP 2

v. Knowledge and efficiency of conducting thebanking activities...2
vi. Success onthe given  responSibDIlitY. ... 1
vii. Overall discussion and valuation of the different incidental subjects/

2] 0103 £ TSP P RO PPPP PR 5

Total 15
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7.1.4 The Selection Committee only for those who will get minimum 68 numbers out
of 85 numbers will consider 7.1.4 numbers will be given to every candidate according
to the criteria mentioned on 7.1,4 the subject promotion. This 85 numbers will be
calculated on annual confidential report, educational qualification, banking diploma,
duration of service in bank, any special activities and duration of services etc. For
every officer / equivalent, senior officer / equivalent, principal officer / equivalent and
senior principal officer / equivalent.

7.1.5 A merit list will have to be prepared by adding the numbers of the Selection
Committee with the numbers that was given earlier. After that 75% of the vacant post
will have to be filled up from the merit list according to merit. Balance 25% post will
have to be filled up according to the seniority basis from that list. At the time of
promotion from the recommended panel first 3 vacant posts will have to be filled up
according to merit or on the basis of merit and the next one post will have to be filled
up on the basis of seniority.

7.1.6 Criteria for Promotion form Senior Principal OfTicers (SPO) to Assistant
General Managers (AGM) and Assistant General Managers (AGM) to Deputy

General Manager (DGM)

I. Lastthree years ACR.....c.cccevvvvevieinennn. 45 Numbers
il. Educational qualification.............c........... 157
iii. Banking diploma.......ccccocoveiiiiiniiennne 05”

iv. Duration of work as Branch Manager / duration of work of the
professional computer officers those who are directly employed

(For every year 1, for 6 months 0.50, highest - 2)... 02”
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v. These numbers will be given for the special works in the related field such
as (recovery of loan, development of business, acquisition of profit, minimize of
expenses, collection of deposits Etc. For acquisition of more than one satisfactory
result in a year highest 2 numbers and for acquisition of satisfactory result of 2 or
more then 2 years 3 numbers will be paid; but every year 1 number will be paid for
acquisition of special performance on any one aspect but highest 2 numbers will be
paid- For this a list will have to be prepared by the related Division of the Head of
those who will acquire the expected results in tlie above - mentioned
FIEIA.) e 03”
Those who are employed in the Head Office including different - controlling offices
they will be liable to get this marking advantage if they are able to create any thing
new (Innovation) in the management of bank.

vi. Duration of service
(For every year 2, for 6 months 1, highest 15)............ 15”

vii. Valuation of Selection Committee................... 15

Total 100 Marks

Evaluation of Annual Confidential Reports

BeSt. i 4 5 Numbers
Better. ..o 35”7
G0O0d....coiieee e 23”7
Normal.......ccoovveiiiiinnnn 11~
Bad.....coooeiieeee 00”

Evaluation of Educational and Professional Fitness
Masters / equivalent and above................... 15 Numbers'

Bachelor / Bachelor (Hons.) equivalent..... 13”

128
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S.S.C/ Equivalent.........cccocooinininiicninenns 09’
Banking diploma -I st part..........cccccccovenenenn, 02’
Banking diploma both part.............ccceneee. 5”

(Bachelor (Hons.) from Agricultural University and B .SC Engineering Degree will
be considered and related as Bachelor Degree.)
7.1.7 Every candidate will get number according to the criteria of 7.1.6. The Selection
Committee will take the interview for those officers who will get minimum 70 marks
out of 85 marks. These 85 marks will be calculated on annul confidential reports,
educational qualification, banking diploma, the duration of works as a branch
manager, any special activities and duration of the service etc. Those who will get less
then 70 marks will not be considered for interview.
7.1.8 The following subjects will have to be brought at the time of interviews by the
Selection Committee of the Board of Directors:

I. Fresh service records,

ii. Professional knowledge and efficiency,

iii. Experience, efficiency and success in the field of works,

iv. Consciousness of the present events and the idea about the economical
conduction of the country,

v. Conception and efficiency of the banking activities,

vi. Act of speaking and presentation,

vii. Personality and dress.
viii. Over all discussion and valuation of the different incidental subject /

aspects. Those who will get minimum 7 numbers out of 15 numbers at the time of

interview they will be considered for promotion.
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7.1.9 A merit list will have to be prepared by adding the number of the Selection
Committee with the numbers that was given earlier. After that 75% of the vacant post
will have to be filled up from the merit list according to merit. Balance 25% will have
to be filled up according to the seniority basis from that list. At the time of promotion
from the recommended pane! first 3 vacant posts will have to be filled up according to
merit and the next one will have to be filled up according to seniority.

7.1.10 If there remains any penalty on any officer workers the committee will not
consider their promotion. If there remains any charge sheet against any one by the law
department he will not be considered for promotion. Moreover if any employee is
engaged with illegal activities like stealing of money etc. He will not be considered
for promotion.

7.1.11 If any penalty is imposed to any one in that case the time of penalty will be
counted in the under mentioned ways:

A. An amount equal to 7 days basic salary; No promotion will be allowed within
one year from the date of issue of penalty letter.
B. If any other short penalty is imposed: No promotion will be allowed before the
completion of the penalty period.
C. If any major penalty is imposed: No promotion will be allowed from the date of
issue of the penalty letter.
7.1.12 The Stability of the Promotion Panel
The activities of the promotion starts in the month of July and ends in the month
of October every year with the preparation of a promotion panel and the time of this

panel does not extend at any cost.



131

Dhaka University Institutional Repository

7.2 TRANSFER POLICY

In a transfer an employee is moved to another job at approximately the same
level within the organization, which has similar performance requirements, status and
rate of pay. A transfer can involve a change ofjobs within or better work area, work
shifts or organizational limits. Yoder and Associates have defined transfer as “A
lateral shift causing movement of individuals from one position to another usually
without involving any marked change in duties responsibilities, skills needed or
compensation.””

A transfer involves the shifting of an employee from one job to another without
changing responsibilities or compensation. The types of transfer are:

I. Production transfer, ii. Replacement transfer, iii. Versatility transfers iv. Shi
transfer v. Remedial transfer.
7.2.1 Causes of Transfers

People may be transferred eidier because of the needs of the business or at their
own request, because they feel they would be happier in a different job. The term
needs of the business covers a multitude or reasons. Most shifts of personnel are
occasioned by changes in volume of output, changes in organization, introducing or
dropping of product lines, and similar adjustment in business operations. Absences of

key employees from work make it necessary to reassign others to fill their shoes.

A Dr. Mamoria, Op. Cit. PP. 283 - 284.

ADr. Ataur Rhaman, Op.Cit. P. 85.
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Quite often management will make a remedial transfer because and individual is not
performing adequately on his present assignment, and an analysis of his / her often
managers will not take a second look at the person who is unsuccessful in his / her
initial job assignment qualifications causes management to feel that he would be more
suitable in a different spot. Managers as a rule are not alert often enough to the fact
that an employee who is failure under one supervisor and on one kind of work might
be very successful if he / she were transferred to a type of work suited to his / her
aptimdes and interests.

Sometimes employees request a transfer because they do not like their present
work situation or because they feel that opportunity for advancement is better in some
other depaitment. They personnel department coordinates such internal transfers. The
employee, in effect, must apply for a job in another department. When an opening
occurs, the manager of the department concerned must interview him.

There is a govt, provision that a people in service is bound to serve to anywhere
in Bangladesh. Janata Bank has adopted this. The transfer is made normally after
three years completion of service in the same place or organization. The transfer
may either happen before the expiry of three years or it may be delayed if it is in the
interest of the organization. There is a general practice in the organization that if he
Chief Executive of an organization desires transfer of a personnel and the desire is
based on reason, the personnel concerned is transferred. Again, there is practice of
mutual transfer in the organization.

7.3 DEMOTION POLICY

A demotion involves changing an employee's assignment to ajob with a lower

status and pay grade. Employer any be demoted because of reduction in the number of

position at the level that they are occupying or because a determination in their
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performance prevents them from doing the work required of them in their present
positions.

Demotions may be used as a form of disciplinary action in punishing employees
for certain serious offences.
7.3.1Causes of Demotion

Demotion may be caused by factors beyond an employee's control:

i. When department are combined and jobs eliminated, employers are often
required to accept lower - level position until normally is restored. Such demotions are
not a black mark against an employee.

ii. Inadequacy on the part of the employees in terms of job performance,
attitude and capability - as happens when an individual finds it difficult to meet job
requirement standers, following his / her promotion; and

iii. When, because of a change in technology, methods and practices, old hands
are unable to adjust, or when employees, because of ill health or personal reasons,
cannot do their job properly.

iv. Demotion is also used as a disciplinary measure.

A demotion can create personnel problems within a company by the
psychological effects that it may have upon the demoted employee and upon his / her
fellow employees. It is difficult for most employees to accept and adjust to his / her
loss of pay and states that are usually in a demotion.

7.4 The information that was collected by the researcher from the promotion,
demotion and transfer policy of the Janata Bank discussed below gradually through
the different Table. Such as:

7.4. (1) CRITERIA OF PROMOTION (Shown in Table no. 1)
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TABLE NO. |

Opinion of the Employees Regarding Criteria of Promotion

Basis No. of Respondents Percentage
Seniority

Efficiency 30 60%
Seniority and Efficiency 15 30%
No Particular System 10%
Total 50 100%

In the above Table no. 1, shows that seniority basis ofpromotion is absent in
the bank. 60% Respondents have viewed that promotion followed by efficiency basis,
30% expressed their opinion that promotion executed on the basis of seniority and

efficiency. And the rest 10% respondents mentioned that there is no particular system

of promotion
7.4(2) TYPES OF PROMOTION (Shown in Table no.2)
TABLE NO. 2

Opinion of the Employees Regarding Types of Promotion Practice

Types of Promotion No. of Respondents Percentage
Vertical 30% 60%
Horizontal 10% 20%
Both 10% 20%
Total 50% 100%

It has been stated by 60% of respondents that the organization follows vertical
promotion system, 20% respondents prefer horiwntal promotion and rest 20% state

for both the system.
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Types <fPromotion

O Vertical
0 Horizontal
BBoth

Vertical Horizontal Both

Graph no.l, Types of Promotion
7.4(3) REASONS FOR NOT EMPLOYEES THE BEST CANDIDATES (Shown
in Table no. 3)
TABLE NO. 3

Opinion of the Employees Regarding Reasons for Not Selecting the Best
Candidates

SL. Opinion No. of Respondents  Percentage

No.

L Non Officer 5 10%
2. Decenfralized 0 0%
3. Sex Ehscrimination 5 10%
4. Subjective Criteria 0 0%
5. Geographic Change 0 0%
6. Under Income 30 60%
7. Overmuch Boldness of CBA 15 30%
Total 50 100%

According to this Table the issue of why best people are not promoted, among
the respondents 10% sex discrimination, 60% respondents said that under income.

Rest 30% said that overmuch boldness of collective bargaining agent (C.B.A)
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7.4(4) IMPORTANCES OF ANNUAL CONFIDENTIAL REPORTS AND

ASSESSMENTS OF PROMOTION (Shown in Table no. 4)

TABLE NO. 4

Opinion of the Employees Regarding Importance of A.C.R and Assessments for
Promotion

SL.  Opinion Scale No, of Respondents  Percentage
No

1 Very Much Important 5 30 60%

2. Very Important 4 20 40%

3. Important 3 0 0%

4. Not Much Important 2 0 0%

5. Not Important 1 0 0%

6. Total 50 100%

Note: Standard of Scale: 1= Not at All Supported™ 2= Partial Supported, 3=
Moderate, Supported = 4, Fully Supported = 5.

In the above Table no. 4, shows that 60% respondents said that very much
important of annual confidential report and assessment in respect of giving promotion
policy. Rest 40% respondents said it very important.

7.4 (5) RIGHT EVALUATION INANNUAL CONFIDENTIAL REPORTS IN THE

BANK (Shown in Table no.5)

TABLE NO. 5

Opinion of the Employees Regarding Correctness of Evaluation in Annual
Confidential Reports in the Bank

Opinion No. of Respondents Percentage
Yes 40 80%
No 10 20%
Total 50 100%

Above Table no. 5, shows that majority of the employees think, the annual

confidential report’s does not right evaluation.

7.4 (6) EXISTING THE TRANSFER POLICY (Shown in Table no. 6)
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TABLE NO. 6

Opinion the Employees Regarding the Existing Transfer Policy

Opinion No. of Respondents Percentage
Yes 50 50%
No 0 0%
Total 50 100%

137

Above the Table no.6, shows that 100% respondents said the transfer policy

exists in Janata Bank.
7.4(7) EXISTING THE DEMOTION POLICY (Shown in Table no. 7)
TABLE NO. 7

Opinion of the Employees Regarding the Existing Demotion Policy

Opinion No. of Respondents

Percentage
Yes 0 0%
No 48 96%
Sometimes 2 4%
Total 50 100%

Above the Table no.7, shovsn that majority of the respondents said the demotion

policy does not exist in Janata Rank.
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CHAPTER - EIGHT
MOTIVATION
8.0 DEFINITION OF MOTIVATION

Motivation is of cardinal importance is successful management of any
organization. Providing a motivating environment is the main task of leadership while
systematic rules and regulations are prerequisites for proper functioning of an
institutions / organization.

Motivation can be defined as the stimulus causing drive, which leads to action
in order to satisfy needs or wants. The concept of motivation is also used to describe
the intensity of behavior is more is means higher level of motivation, moreover,
motivation indicates the direction of behavior. In the case, we assume the direction to
be towards the primary objective of Janata Bank. If more work is done towards
reaching this objective then higher motivation is present. On the other hand, if it less
work is done towards the primary objectives of Janata Bank then less motivation is
present among the employees.

8.1 THE MEASUREMENT OF MOTIVATION

The scientists and the social researchers never measure the motivation directly.
Firstly, they manipulate some stimulus condition and then measure some behavior in
the from of response. For example, scientists have studied that a rat runs faster after
48 hours of deprivation than when not deprived. A similar approach has been taken
for this study. A questionnaire has been developed assuming different stimulus
conditions and response are taken to measure the behaviors in those taken to measure
the behaviors in those conditions. Motivation can however be assumed from the
change in behavior that may occur in different conditions. This conditions and

behaviors are measured form questions such as when the employee feels particularly
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good in the bank or what other benefits the employee needs form the Janata Bank.
Therefore, both the behavior and the change in behavior are important.
8.2 THE NEED HIERARCHY THEORY

Abraham Maslow gave one of the most popular theories of motivation known
as the “Need Hierarchy Theory** Maslow (1943, 1959, 1965, 1971, 1973a, 1973b,
1976) argued that any comprehensive theory of motivation must take into account the
individual as whole. One cannot hope to understand the complexities of the human
condition by reducing behavior to specific response in specific situations,

0 NEED HIERARCHY THEORY

Self Organizational Examples
Actualization Need

Challenging

Job Title

Friends

Poison Plan

Base Salary

Figure noA, “*Need Hierarchy Theory” Source: Ricky W. Griffin,
Management™ Houghton Mifflin Company Boston: P.3S8,
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From his observation of human motivation, he concluded that human need could
be understood in terms of a hierarchy of needs. Needs at the lower hierarchy are
stronger and must be satisfied before he needs on the hierarchy. Maslow regarded the
satisfaction of needs on the hierarchy in a probabilistic manner. If a lower need is
being satisfied most of line (e.g. 85 %) that need will have little influence on behavior.
While other, higlier needs that are less satisfied will have a stronger influence on
behavior.
8.3HIERARCHY OF NEEDS
i. Physiological Needs

The first level of the hierarchy consists of the physiological needs. If needs
such as hunger or thirst are not properly met then the needs above them on hierarchy
are pushed into the background in tenns of contiolling behavior. Maslow felt that
physiological needs are adequately net for most people in our society.

ii. Safety Needs

These needs represent a need for safety or security in our environment. Higher
needs become an important when one’s life is endangered. Maslow realized that safety
needs can be found in people's preference for familiar surroundings, secure jobs,
saving accounts, and insurance.

iii. Love or Belongingness Needs

When safety needs have been adequately met, they become unimportant in the
direction of behavior and the love, or belongingness needs emerges. These needs
involve hunger for affectionate relationships with others, need to feel part of a group,

or a feeling that one ‘belongs’.
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iv. Esteem Needs
Once the love needs are fulfiled people seek for fulfiling esteem needs. There

can be need for self esteem and esteem from others. Self - esteem motivations the
individual to strive for achievement, strength, confidence, independence, and freedom.
On the other hand, esteem from others involves a desire for reputation, status,
recognition, and appreciation by others of one's abilities, and a feeling of importance.
v. Self- Actualization Needs

When one has satisfied the first four levels of need, the final level of
development, which Maslow termed as self - actualization, can be reached. Self-
actualization is the desire for values such as truth, honesty, beauty and goodness and
finding a meaning for life. Maslow suggested that the process of self - actualization
takes considerable time and most of the self - actualizing persons is 60 or more years
old.
8.4 MOTIVATOR - HYGIENE THEORY

A related type of need theory influenced in part by Maslow's concept of self-
actualization is called the ""Motivator - Hygiene Theory." Based on job satisfaction
studies of Herzberg and his colleagues (Herzberg, Mausner, and Snydrman, 1959),
this theory proposes that two different sets of needs motivators any hygiene's can be
stimulated by the work environment.

Motivators such as, achievement and recognition, are cited by people as primary
causes of satisfaction and motivation. When present in ajob there presence apparently
could cause satisfaction and motivation, when they are absent, the result is feeling no

satisfaction rather than dissatisfaction.
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MOTIVATOR - HYGIENE THEORY

Motivator - Hygiene Theory

. . No Satisfaction
Satisfaction

Motivation Factors

. > Achievement b
! > Recognitions
3 > Work Itself L
> Responsibility
Dissatisfaction No Dissatisfaction

Hygiene Factors
Supervision
Interpersonal Relation
Pay and Job
Work Environment
Status

V VV V V

Source: Figure no. 2, Motivator Hygiene Factor Theory Faruq Tanveer, 1D

973100, Independent University, Dhaka: “General and Advance Banking

and Motivation of Employees at Janata Bank”, P.37.

Hygiene needs can be stimulated by factors in the job environment but not in
the job itself They concern working conditions, supervision, salary, company policy,
and interpersonal relations, and are responsible for creating no job satisfaction. When

these factors are considered acceptable but the person will not necessarily be satisfied,

rather, he / she may not be dissatisfied.

142
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8.5 ANALYSIS
The analysis of the motivation in this study is done in light of
(a) Need Hierarchy Theory
And
(b) Motivator Hygiene Theory.

Researcher made ten questions of the motivation theory of need hierarchy
theory and motivator hygiene theory. Among the first and second questions have
been used to find the physiological needs of the need hierarchy theory. These
questions reflect if the employees are able to fulfil their basic needs such as food,
shelter, education, clothing, housing etc. Question has been asked about the different
benefits that on employee is willing to have from the bank and this will look upon to if
their physiological needs has been fulfiled or not.

Safety and security needs of the need hierarchy theory are analyzed with the
help of the third and the fourth questions. Safety needs mainly relate to the job
environment, job security etc. Therefore, questions are asked to the employees
regarding the noise level at their work place. Lower noise level means that the place is
in ideal condition for the working of the employees. On the other hand, higher noise
level shows the inability of the employee to work in an ideal condition, concentrate at
work etc.

The forth question shows how confident and secure a person feels about his /
her job. This again demonstrates the level of safety needs fulfiled by an employee.

Questions five and six are aimed at finding out the fulfilment of the love or
belongingness needs among the employees of Janata Bank. In question five
employees are asked to describe their relationship with their colleagues, which

explain how much they feel as a part of he group and the extent of affectionate
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relationships with others. Question six can reflect if the employees feel themselves as
a part of the bank or not. Tfthey are able to make suggestions for improvement is
means that they can feel themselves as someone who ‘belongs’ to the bank. On the
other hand, if the suggestions for improvement by the employees are very usual then
the need for belongingness not present.

To find the esteem needs among the employees questions seven is asked. They
are asked if there is recognition for achievement or not. If there is recognition by the
bank for any achievements then the esteem need is achieved. Attentively, lack of
recognition shows the fulfilment of the esteem needs. Recognition shows the
appreciation of others to one's abilities.

The self - actualization need is analyzed with the help of the eight questions.
Training is needed for a person for improving his / her performance. The tendency of
a person for more training needed for work shows the need for self-actualization is
present within the employee. Alternately, lack of need for training shows the lack of
need for self-actualization within the person.

The analysis of the motivator and hygiene theory is done with the help of both
the ninth and the tenth questions. These questions reflect the conditions or situation
that brings about the feeling of good or bad. Feeling good can make an employee;
more motivated on the other hand, feeling bad can bring about lack of motivation in
the employee. If the management is aware about the situations that can bring about
feeling good among the employee and can stimulate those situations more often then
the level of motivation among the employees of Janata Bank will increase. Similarly,
the situations that bring about bad feeling among the employees can be avoided and

the employees can be kept apart from lowering their level of motivation at work.
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8.6 ANALYSIS OF NEEDS HIERARCHY THEORY
8.6.1Physiological Needs
The base of the need hierarchy theory is the physiological need. From the
organizations side this need of employees can be fulfiled with the help of basic salary
and the other benefits that is available to the employees. (Shown in Table no. 1)
TABLE NO. i

Opinion of the Employees Regarding Satisfaction with Their Benefits from
Janata Bank

Opinion No. of Respondents Percentage
Satisfied 4%
Not Satisfied 40 80%
Not Like Private Banks 16%
Total 50 100%

Interpretation

According to this Table seen that 80% of the employees are not satisfied with
the basic salary and other benefits that they are getting. 16% thinks that the basic and
other benefits are not like the Private Banks of Bangladesh. Only 4% employees are
satisfied with their salary. In total it can be said that about 90% of the employees are
not satisfied with the basic and other benefits from the Janata Bank.

On the other hands, question no. 2 or the next step of the physiological need is
to identify what other benefits that an employee may need in order to fulfil their basic
needs. (Shown in graph no.l) From the survey, it is seen that 30% of the employees
would like to have separate pay scale for the bank. 15% would like to have extended
medicalfacilities and 15% employees would like to have staff loan (House building.
Motorcycle etc.) at a lower rate of interest. About 20% employees would like to have
transport and lunch allowances. The remaining 20% of the employees wants to have

rest and recreation allowances and more bonus as benefits from the Janata Bank.
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Other Benefits wanted by Respondents from JB
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a Separate Pay Scale

m Extended Medical Facility
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m Convince Allowance
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m Rest and Recreation
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O More Bonuses

Graph no.l. Other Benefits Wantedfrom Janata Bank by

the Respondents
8.6.2 Safety and Security Needs

Are applied to Janata Bank, Head Office with the help of the understanding of

the job environment and the job security of the employees. Within the *Job

environment, noise level is one of the important factors and survey reflects the job

environment of this office in the light of the noise level, which shown is below Table

no, 2, graph no. 2 and 3.

TABLE NO. 2

Opinion of the Employees Regarding As to Whether Work Place is Quite or

Noisy
Opinion No. of Respondents Percentage
Excellent 13 26%
Very Good 15 30%
Good 15 30%
Ok 4 8%
Total 50 100%

Interpretation

The survey shows that 26% of the employees think that the work environment

in this office is excellent. 30 % thinks that it is very good and another 30% perceives

the job environment as good. Only 8% thinks that the environment is all right.
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Therefore, from the results it can be concluded that the work environment in this

office is good for the employees.

Work Environment

Graph no. 2, Perception on the Work Environment by
the Respondents

In terms of job security of the safety needs 25% of the respondents think that
theirjob is most secured 30% think that their, job is secured and 30% think that the
job security is all right In total, 15% of the employees' thinks that their job is not
secured. In total 55% employees job can be said to be as secured. However, their
remains an about 30% employees whose job they define as between secure and not
secure. If this 30% tends to have not secured job then there will be 45% employees

will be not secured in total but still less then the employees whose job are secured.
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Therefore, it can conclude that the Janata Bank Head Office fulfills the safety and

security needs of the employees.

Comment on Job Security

10%
25%

0O Most Secured
m Secured

0 Ok

0 Not So Secured

30% m Not Secured
0

30%

Graph no. 3, Comment on the Job Security by the Respondents

8.6.3 Love or Belonging Needs

This need at work begins with the relationship with the colleagues in the
survey, 100% respondents responded about their relationship with the colleagues.
Among the 40% of the respondent have very good relationship with their colleagues
40% have good relationship with tiie colleagues and 20% responds this colleagues as
all right. Therefore, most of the employees have good relationship with their
colleagues. The Table for these finding is shown in Table no. 3,

TABLE NO. 3

Opinion of the Employees Regarding Relationship with Their Colleague

Opinion No. of Respondents Percentage
Very Good 20 40%
Good 20 40%
Ok 10 20%
Total 50 100%

The next step of the love and belonging needs is to be able to be considering

being a part of the bank. To be the able to feel the belongingness the employment
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should make suggestions for the improvement of the bank. From the survey it is seen
the that 10% employees always make suggestions, 8% make suggestions very often,
32% gives suggestion often. In contrast 20% not so often and 30% never make
suggesting. As result, the love and belongingness need of the employees may be
unfulfiled, which is shown Table no. 4.

TABLE NO. 4

Participation of the Employees for Suggesting Improvements

Opinion No. of Respondents Percentage
Always 5 10%
Very Often 4 8%
Often 16 32%
Not So Often 10 20%
Never 15 30%
Total 50 100%

8.6.4 Esteem Needs
Of the employees can be fulfiled by recognition of achievements by the bank.
Esteem need is shown in Table no. 5 and graph no. 4.
TABLE NO. 5

Opinion of the Employees Regarding Recognized for Higher Achievement in the
Bank

Opinion No. of Respondents Percentage
Highly Recognized 5 10%
Recognized 5 10%
Sometimes Recognized 22 44%
Not So Recognized A 13 26%
Never Recognized 5 10%

Total 50 100%
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Graph no. 4, Comment by Respondents on Recognition by Janata Bank
Interpretation

In the survey it has been found that 10% of the employees zink that
achievement are highly recognized in the bank 10% perceive that achievements are
recognized, 44Vo believe the work is sometimes recognized. Alternatively 26% thinks
that there is not enough recognition for work and another 10% believe that work is
never recognized

In total, 35% believe the achievements are not recognized and 20% believes the
achievements can be recognized. However, there again exists a large group of
respondents (44%) who are between the achievements are recognized and not
recognized. As a result, if the 44% respondents decide for the recognition of
achievement then the esteem need is fulfiled. Alternately if they believe for no
recognition of achievement then the esteem need may not be fulfiled.
8.6. 5 Self- Actualization Needs

Are perhaps the hardest to understand and most difficult to satisfy. In most of
the case people who have satisfied their esteem needs will be moving towards the self-
actualization. However, working toward self - actualization may be the ultimate

motivation for most employees, rather than actually achieving it. A self-actualization
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need is shown Table no. 6 and graph no. 5. A self - actualization need of question
was “Would you like to take fijrther training for improving the performance at your
work”? Therefore, from the survey when employees were asked if they would like to
have fiirther training for there work about 60% respondent that training is needed.
20% mentioned training is an essential and another 20% responded that training is
required. As result, it can be seen that all of the employees are working towards tiieir

self - actualization.

Need for Job Training by Respondents

O Needed
m Esserrtial

E] Required

10 12

Graph no.5, Opinoin ofthe Respondents Regarding Further Job Training

In the survey, an attempt has been made to find out what kind of trainings the
employees would like to have towards self - actualization. There were 80% responses
to this question. Within 48% would like to have computer training, 16% respondents
want refresher training and 16% want to have different trainings that are given by
Bangladesh Institute Bank Management (BIBM). The management can take notice of
the requirement of the employees towards these trainings provide these trainings, and
help employees reach the self - actualization. However, it should be noted that the self

- actualization need can never be satisfied.
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TABLE NO. 6

Opinion of the Employees Regarding Types of Training Needed

Opinion No. of Respondents Percentage
Computer 24 48%
Refresher Training Course 8 16%
DifiFerent Types of Training 8 16%
Given by BIBM

Total 40 80%
System Missing 10 20%
Total 50 100%

8.7 ANALYSIS OF HYGIENE FACTOR THEORY

In the hygiene factors the employees mentioned about when they mostly feel
good and bad. Question no. 9 and 10 are applying of hygiene factor theory, which
is shown in graph no. 6 and 7. From the responses, workers have responded about the
achievements recognition, responsibility, and the work itself as motivator factor. 30%
of the respondents feel good after completing a work efficiently and 25% feel good
when they have proper recognition. About 15% likes their work early hours of
working and 10% feels very good when they have promotion in due time. 10%
employee like serving for people, 5% like to have excellent annual confidential

report and rest 5% feel good when they get any new work. This is shown in graph no.

in the as bellow.

Feeling Good in JB O After Completing a Work
Efficientty
I Proper Recognition for Work
5% 5% )
10% 30% O Earty Hours of Working

O Prontotion in Due Time

10% | Serving for People

15% 25% O Excellent ACR

| GetHnfl New Work

Graph no. 6, Feeling Satisfaction by the Respondents
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Alternately, there are hygiene factors where the employees mentioned about
their salary, technical aspects, supervision, organizational policy, and administratioa
(Shown in graph no, 7) 48% respondents feel and bad when they do not complete
their work efficiently and 26% feel bad when they do not get promotion. 11%
respondents feel bad after lunch hours ofworking. The rest 15% feel bad when there
are no benefitsfor regular and undated work, they are compelled to do irregular

works, and they have to do repetitive works.

O Not Com pleteing a Woih Efficiently
= Not Poimotion in Due Time
11% O After Lunch Hours otWoridn
o 48% g

O Not Benefits of Regular and Uptodate
B

m Compiled to do Irregular Works

O Repetativa Worl(

Graph no. 7, Feeling of Dissatisfaction by the Respondents
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CHAPTER - NINE
FINDINGS OF THE STUDY
FINDINGS OF CHAPTER TWO (Methodology)

i. Table no. 1, shows that 50% respondents were found above the group of 35-
40 years.

ii. Table no. 2, shows that maximum respondents were male. Although a few
had female.

iii. Table no. 3, indicates that maximum respondents were at master degree
level. Foreign education / degree was nil. Besides, from the survey, it was found
that 15% of the respondent’s have studies the major subject Economics, Biology,
Mathematics, Management, Chemistry, History and Bengali, 35% of the respondent’s
majored in Statistics, Sociology, English, Islamic History, Agriculture, and
Philosophy.

80% of the respondents of the survey are married and 20% of the respondents
are not married.

From the responses, it was found that only 5% of the respondent’s had only 2%
family members, 30 % had 3 to 4 family members 20% of the respondent’s had 5
member in their family and 5% of the respondent’s had 6 to 9 family members.
FINDINGS OF CHAPTER THREE (Background of Janata Bank)

I. If analyses the organizational structure researcher can observe that i
staff and functional organization exists in Janata Bank.

ii. The Janata Bank is one of the largest Nationalized Commercial Bank
Bangladesh. It was nationalized with an intention of materializing the socialistic
economy in the country. It was under the rigid functional control of Bangladesh Bank.

There was no scope to exercise market oriented banking business. Most of the credits



155

Dhaka University Institutional Repository

went to the borrowers where the money either remained unutilized or used Graph no.
6, (Chapter - 8) Feeling Satisfaction by the Respondents in the non - productive
purposes. Borrowers developed the habits of non - payment of the borrowed loans
because the recovery laws were not good enough to recover them. There was a serious
drawback in the legal procedures to compel the borrowers for repayment.

iii. The management of the bank have little role to play except to follow the
Central Bank’s instructions. The organogram shows that the decision - making
procedure is bureaucratic in nature. The processes are, more or less, traditional and
there remains little room for imiovation. In the absence of market competition, the
officers and other employees are not be engaged for productive banking business. As a
result, the real contribution of the banking system for the development of National
Economy is declining at an alarming rate.

iv. To overcome the environment of economic indiscipline from the Banking
Sectors, the government. Adopted reform and denationalized 2 Nationalized
Commercial Banks and allowed Private Commercial Banks to operate. Thus an
atmosphere of competition amongst the Nationalized Commercial Banks and Private
Commercial Banks was created and the bank achieved a partial success. The Janata
Bank is one of Nationalized Commercial Bank, which showed a little progress in the
banking business. The Janata Bank expended its branches to the required areas but it
has lost 29 branches. Management improved the processes of banking operations by
introducing new credit systems and rearranging the divisional activities. Different
Credit Divisions have been created for streamlining the issuance of credits to different
business sectors.

v. Complaints on the quality of customer service rendered by the Janata Bank are

increasing and the reasons for this are not far to seek. Apart fonn the inadequacy of
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skilled manpower, factors like inter - union rivalries amongst the staff, cumbersome
procedures for taking disciplinary actions against corrupt employees an external
support for trade unions etc have made the Personnel Management system in the bank
somewhat efficient in.

vi. The problems inherent in the Bangladesh Banking Sector have been
developing over many years. Realizing the gravity of the situation, the Bangladesh
Bank and the government have already undertaken sponsored reforms designed to
bring the situation under control. These reforms have been successfiii in identifying
systematic problems of the and threats and in identifying the specific problems
individual fmancial institutions.

FINDINGS OF CHAPTER FOUR (Recruitment and Selection Policy)
I. Table no. 1, shows that employees selected are written and vi

examination.

ii. Table no. 2, shows that exists in trade union of recruitment and selection
policy.

iii. Table no. 3, shows that respondents want a system, which can decrease the
possibility of biasness and bring transparency.

iv. Table no. 4, shows that the level of job satisfaction with regard to
recruitment and selection is nearly 70%.

v. Table no. 5, shows that recruitment and selection takes place as and when
required in the organization.

Vi. Table no. 6, shows that it revels that recruitment and selection is related 1
job specification.

vli. Table no. 7, shows that nominations for training aie generally on need

based.
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viii. Table no. 8, shows that it indicates that most of the employees had
performance related training.

ix. Table no. 9, shows that exists in some turnover rate of Janata Bank.

Besides, the study also reveals the following findings:

x. The findings both from primary (survey) and secondary sources revealed
that there is an existence of recruitment and selection procedures of Janata Bank.

xi. Janata Bank decision of recruitment on the basis of manpower planning,
vacant post and increase of business. Central Bank has a reasonable control on
recruitment and selection policy of the bank.

xii. Janata Bank follows formal policy and practice for recruitment.

xiii. The degree of fairness in the field of recruitment and selection procedure
is satisfactory.

xiv. Facilities like training, promotion, increments, etc provided to employees
hired.

xv. Existing in recruitment and5election(Committee.

FINDINGS OF CHAPTER FIVE (Training)

I. Tabie no. 1, shows that the respondent’s management trainees of Janat
Bank had different opinions regarding the authority, which should be responsible for
determining management training needs. So, it is not clearly under stable that perfect
authority of management training needs.

ii. Table no. 2, indicate that the respondents were not sure about their practica
for proper and systematic identification of management training in bank. As such this
bank lack systematic thinking in this important aspect of management training
process. It is being observed that after several years since the Institutes are underway,

the management training needs of the Banking Sector are not assessed systematically
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towards effective utilization of human resources for the right cause of the bank. All
the Training Institutes are running the same old traditional programme on the in the
traditional fashion years after years with little modifications the main reasons behind
this precarious condition of management training may be listed as of i. Lack of clear
out organization goal, ii. Lack of scientific business plaiming, iii. Lack of manpower
demand and supply plan, iv. Lack of defined job descriptions position wise V.
Absence of proper records of knowledge and skill inventory vi. Absence of scientific
performance appraisal system vii. Lack of dynamic outlook of the top management,
viii. Outdated organizational practices and procedures etc.

Regarding the existing practice in respect of assessment of management to
training needs in Janata Bank. It is clear that the bank identify the management
training needs just on impression and ad - hoc basis and mostly depend on the
programmes offered by the Training Institutes instead of doing the exercise on their
own. It is also found that most of the management training courses is offered keeping
in view the training needs of the urban bankers / banking. Rural bankers / banking are
not given much importance in this regard.

Management training needs are often so extensive and so broad that priorities
among needs must be established, and resources allocated wisely among competing
needs. The end result must be will integrate, “Coordinated Programmed” of training
an activities. Such forces as company growth, changing technology organization
planning and development, and changing social, political and economic conditions
should be taken into consideration for assessment of management training needs in
bank.

iii. Table no. 3 and 4, according Table no. 3 and 4, regarding the presen

practices of management training needs assessment as put forward by the respondents
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of Janata Bank Bangladesh, it is very much clear that the task of management training
needs assessment is not now being done in a scientific way although they use most of
the techniques. Probably they cannot do it because of the absence of clear
organizational goal, business of departments. As a result, the current management
training decisions are taken mainly on ad - hoc basis as per occasional requirement of
different departments and offices. But in order to be effective, instead of being ad -
hoc, management training planning should be done on a continuous basis and linked
with organizational goal and strategy to achieve the goal over time.

To cope with the changing environment, training of the managerial personnel
starting from the top executive down to the junior managers is necessary. At the outset
of any management employees. Suitable combination of different methods only
should be applied at a particular point of time considering the target group in assessing
the management training needs in an organization. Such an important task like
assessing the management training needs should be handled very carefully.

This needs analysis must be done systematically as it is one of the important
phases of the management training process because it is at this stage that careful
determination is made of what should be done. Without carefiil and thorough needs
analysis, the training process wanders along lacking clear and precise direction. The
management training process should involve some systematic approach for needs
assessment in the bank. And as such, management training programme should be
developed that accurately fit the needs of the bank in which they have been installed.

iv. Table no, 5, 6 and 7, found that the evaluation process prevailing in the
Janata Bank in Bangladesh is not done systematically whereas without proper
evaluation it is not possible to make management training effective and useful. It is an

established fact that the day - to - day demands of the work environment makes it
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almost impossible to do thoughtful evaluation. While these difficulties are many, they
are no insurmountable. Not matter what the difficulties, they should always be
willingness and desire to evaluate what was accomplished.

FINDINGS OF CHAPTER SIX (Performance Appraisal)

i. Table no. I.A, indicates that almost 48% appraised employees prefer half
yearly evaluation. It may be an important reason for effective evaluation.

ii. Table no. I.B, it seems that the opinions of same rank are different. Then we
can say that the existing period of performance appraisal is not so effective.

iii. Table no. 2. A, shows that most of the appraised employees want consulted
before evaluation.

iv. Table no. 2.B, indicates that majority of the appraised employees feel
should discussion before appraisal. So, the existing format is not standard.

v. Table no. 3, shows most of the appraised employees said that performance
appraisal does purposes for increment, promotion and punishment.

vi. Table no. 4, this Table shows that the majority of the appraised employees
(72%) are not satisfied with the determination process. So, it is not a good appraisal
system.

vii. Table no. 5, indicates that majority of the appraised employees are not
satisfied with the appraisal system. They believe either is complicated, or superior
biased scope of influence. So, performance appraisal does not truly determine here.

viil. Table no. 6, indicates that a large number of employees does not prefer
confidential appraisal. They prefer participatory system. It seems that the existing
system is not participatory. So, it is not an effective system.

IX. Table no. 7, indicates that effective appraisal ensures good managemer

subordinates and relationship.
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X. Table no. 8, indicates that employees expect bonus / incentives against their
outstanding performance.

xi. Table no. 9, an effective performance appraisal is one of the important
criteria ofjob satisfaction. But it is not only criteria ofjob satisfaction. It may depend
on more criteria.

xii. Table no. 10, promotion, demotion and transfer sometimes depend on
performance appraisal, not always. It also may depend on other criteria.

xiii. Table no. 11, indicates that effective perfonnance appraisal determines the
necessity of training. From performance appraisal management can fmd out the
disability and inefficiency of an employee, and then management can train up him.

xiv. Table no. 12, indicates that the appraisal system should modify and it
would be more jobs related.

XV. Table no. 13, somebody appraiser (Superiors) thinks that performance
appraisal should to maintain record and to make decision on Personnel Management
issues. On the other hand, somebody appraiser think that performance appraisal
should for promotion, demotion and transfer etc. So it is not clearly indicate why does
performance appraisal.

Table no. 14, appeared the superiors need to be trained up on performance
appraisal.

FINDINGS OF CHAPTER SEVEN (Promotion, Demotion and Transfer)
l. Table no.l, shows that although the seniority basis promotion absent:
bank, but majority of the respondents said that the efficiency basis promotion is exists

in the bank.
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ii. Table no. 2, indicate that Janata Bank follows vertical promotion system bu
sometimes - horizontal promotion is given in bank. (For example - A Branch
Manager from Thana is transferred to District Branch in the same post.)

iii. Table no. 3, shows that under income and overmuch boldness of (Collective
Bargaining Agent) C.B.A. exists in bank.

iv. Table no. 4, shows that annual confidential reports (A.C.R) most important
system of the bank, but Table no.5, shows that most of the employees think that does
not right evaluation of annual confidential reports.

v. Table no. 6, shows that the transfer policy exists in bank. Transfer is made
normally after three years completion of service in the same place or organization, but
researcher has seen that if he Chief Executive of an organization desires transfer of
personnel, and the desires is based on reason, the personnel concerned is tiansferred.
Again, there is a practice of mutual transfer in the organization.

vi. Table no. 7, indicate that Janata Bank approves the proviso on demotion, but
it is never practice.

Besides, Janata Bank marking system may be mentioned that an officer is
an eligible for promotion to the next higher rank if he serves for three years, but this
does not mean that he win get promotion after the expiry of the said period. Promotion
is given against vacancy. If there is no vacancy, there is no promotion. It may, again
be mentioned that the promotion of the officers are handled by the Janata Bank Head
Office. Researcher seen that, promotion is given in Janata Bank on the basis annual
confidential report, length of service, diploma, qualification, branch banking, award
and assessment and result of interview are considered. The merits of the promotion
policy are as follows;

a. It enhances the loyalty of the personnel’s;
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b. It guarantors the capable to personnel’s;

c. Itreduces turnover rate and increase efficiency;

d. It is helpful to establish good human relation.

FINDINGS OF CHAPTER EIGHT (Motivation)

I. Table no. 1, applying the need hierarchy theory in the Janata Bank, Head
Office it is seen that the physiological needs are not fulfiled in the employees.

ii. Table no. 2 and Graph no. 2, 3, shows thatE?ob environments and safety
security needs are fulfiled among the employees.

iii. Table no.3, 4, love and belonging needs are partially fiilfiled among the
employees.

iv. Table no. 5, esteem needs of the employees is not fulfiled. Since, some
lower needs are still unfulfiled it cannot be said that the employees have reached the
self - actualization but from the survey, it is obvious that they are working towards
self - actualization.

v. Table no. 6 and Graph no. 5 shows that majority of the employees said, are
working towards their self - actualization. As mentioned earlier, need hierarchy theory
according to Maslow works in a probabilistic manner. Fulfiled it will have little a feel
on the behavior of the employee. It is very alarming that the higher needs are not
properly fiilfiled and this can have a profound effect on the behavior of the employees
and in turn their motivational level.

Vi. Graph no. 6 and 7 shows that once these factors have been identified fo
this study, the next step is to relate these to employee satisfaction. However, this
relationship is more complex than the traditional view that the employees are either
satisfied or dissatisfied. According to this theory, if we do not take care of hygiene

factor than there will dissatisfaction, but there also may not be satisfaction. Only by
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providing, the motivators will there be satisfaction. As a result, hygiene factors well
help us to motivators will lead us to satisfaction. Therefore, motivating human
resource in Janata Bank must include recognition, a chance to achieve and grow
advancement and interesting work.

Summing up, the different motivational theories show different level of
motivation among the employees of Janata Bank. None of these finding should be
taken hghtly. Now it is on the otlier hands, of the management to decide on which
aspects of the motivation they consider to be important and take necessary steps to

improve the level of motivation among the employees of Janata Bank.
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CHAPTER -TEN
RECOMMENDATIONS AND CONCLUSION

As personnel function, recruiting can be viewed as human resource planning
programme designed to attract the qualified work force required to meet future
organizational needs. Recruiting provides a means of achieving affirmative action
goals set by human resource plaimers and policy makers. Recruiting also serves to
attract workers to unexpected job vacancies caused by removal and to new positions
created by sudden demands for goods and services of an organization.

It is known to all that sound personnel activities help an organization to
fimction effectively. But, to do this an efficient personnel manager must be a person
who has sound knowledge and experience in Personnel Management system and
procedures. It’s possible only through proper training and practice.

After analyzing the data, fmdings and discussions with employees of Janata
Bank Head Office and Training Institute under the areas such as recruitment and
selection, training (management of training needs and evaluation of training),
performance appraisal, promotion, demotion, transfer, and motivation the following
recommendations are made.

1. RECRUITMENT AND SELECTION

i. Recruitment policy should be checked time to time by experts so that
necessary changes can be made in the policy.

ii. Short listing should be done as per policy; otlierwise candidates with less
qualities and qualifications may be short listed leading to wrong selection.

iii. The recruitment system should start by adding the curriculum vitae into a

computer for searching the candidates.
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v. Recruitment and selection process should be completed within thy
reasonable and considerable time.

v. To fill up the posts of executives (due to job change), the selection should be
based on the job and institutional trainings (Internal and external).

vi. Recruitment should be from the internal as well as external sources.

vii. Women’s should be given preference in recruiting to encourage their
participations.

viii. The existing recruitment process of Janata Bank mostly directs placing the
right person to the right position.

ix. In order to here the right probationary officers through the recruiting and
selection, the bank may attend ‘JOB FAIR’ and open a *WEB SITE’
2. TRAINING (Management Training Needs and Evaluation of Training)

Management training wave hit the Banking Sector of Bangladesh in the post-
liberation period when the banks were nationalized and their objectives were
vacillated. To cope with the changed situation, enormous branch expansion took place
necessitating a laige number of new recruits. To grapple with the situation, new types
of ideas, skills, attitudes and motivation were in greater demanded among the existing
and new management incumbents, and this necessitated a considerable training
efforts. Individual Training Institutes of Nationalized Commercial Banks such as
Janata Bank including Bangladesh Institute of Bank Management came to the scene to
cater to the management training needs of the bank.

1 The proper arrangement of management training programme and gett
maximum benefit out of it calls for proper assessment of management training needs.
Janata Bank and its Training Institutes in Bangladesh together with different

authorities determine the training needs of its managerial personnel. For proper
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assessment of management training needs in the Janata Bank in Bangladesh,
manpower specialists the personnel director and training officer working with other
fimctional specialists and line management should analysis the bank business
objectives and predict the categories and number of managerial staff required to run
the bank in the future. Assessment should be updated at intervals to ensure that a
bank’s management training policy and practice are in line with technological, market
and other development likely to affect the business of the bank. A needs analysis
should specific deficiencies in performance or lack of information necessary for a job.

2. Although Janata Bank adopts almost the same methods in assessing the
management training needs, there appeared to be a lack of systematic thinking in this
important aspect of management training process. It has been observed that after
several years since the Training Institutes are underway, the management training
needs of the banking sector are not assessed systematically towards effective
utilization of human resources for the right cause of the bank. All the Training
Institutes were found offering traditional programmers in the traditional fashion year
after year with little modifications.

3. Management training needs are often so extensive and so broad that
priorities among needs must be established, and resources should be allocated wisely
among the competing needs. The end result must be well integrated, coordinated
programmed of tiaining activities. Such forces as company growth, changing
technology, organizational planning and development, and changing social, political
and economic condition have strong and continuous impacts on management training
needs.

4. The need analysis must be done systematically as it is one of the important

phases of the management training process. It is at this stage that carefiil
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determination is made of what should be done. Without careful and thorough needs
analysis, the training process wanders along lacking clear and precise direction. The
management training process should involve some systematic approach for needs
assessment in bank, and as such, management training programme should be
developed that accurately fits the needs of the bank in which they have been installed.

5. Need identification exercise must continue on a regular basis. It cannot be
done once in a blue moon. Many companies have got the good system of identifying
needs every year. However, need identification exercise can do real harm if the needs
are not met by conducting suitable training programmes. Managers must perceive that
their recommendations receive due consideration and actions are initiated to satisfy
felt needs. Only then, they would take this exercise seriously.

6. In the respondent Training Institutes, a mixed system of evaluation is
generally used. The practices adopted by the institutes are questionnaire survey,
formal and informal discussion with the trainers and trainees, and employer’s report.
The following strategies are also suggested for careful and thoughtful evaluation in
order to obtain substantial benefits: i. Questionnaire survey and post - training test, ii.
Management trainee assessment and report from the employer iii. Proper post -
training placement and iv. Evaluation redesign.

7. In the Janata Bank, the management training effort should be built into the
total planning when the development activity is originally undertaken. Provision
should be made for the evaluation method designed, preferably including the use of
experimental and control groups. Building up the evaluation scheme into the total
effort will demand the definition of objectives and the specification of variables and

management training outcome expected, and the selection of method to be used in the
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management training. A serious evaluation effort, therefore, enhances the need for
thorough planning throughout the under-taking.

8. in respect of assessing training need, organizational goal (financial
profitability or social profitability or a mixture of both) of the bank should be spelled
out clearly.

9. Janata Bank should have a separate l)ivision styled “Human Resource
Development Division” to look after the training and development of manpower
exclusively.

10. Personnel records should be properly maintained by the bank so that such
records bring out the skill deficiencies of the employees and facilitate the maintenance
of inventory of the trained personnel.

11. For the purpose of maintaining records, computers could be installed in the
human resotrrce development pivision for easy and quick retrieval of the information
for taking decision and designing appropriate development plan.

12. There should be effective coordination between the human resource
development division /personnel Division and the Training Institute of the bank and
Bangladesh Institute of Bank Management to minimize the existing training gaps. A
coordination committee may be formed in this regaid.

13. An employee to be effective in the job situation should receive training for a
number of times commensurate with the number of major activities in bank.

14.  The training programme designed for bank Training Institute should be
need based.

15. Advance training plans should be prepared by the bank to ensure fair

selection and timely participation of the trainees to various training programmes.
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16. Individual Training Institute of bank should provide more efforts to cater to
the training needs of the staff.

17. Janata Bank should introduce a scientific performance appraisal system in
order to reflect the real performance of the employees and also the training needs.

18. Proper weight - age should be given to the training of the employees at the
time of promotion to higher ranks.

19. The Training Institute should make proper evaluation of training and follow
up of trainees regularly.

20. Selection of persons as trainers in the Training Institute should be form the
point of view of competence and effectiveness.

21. While awarding the foreign training / fellowship his / her studies leading to
diploma / degree programmes available for the Banking Sector, the persons engaged
as trainer in the institute or those who have the potentiality to develop as trainer of the
institute should be given priority.

22. The recruitment, transfer, placement, performance appraisal and promotion
policy should be made consistent with the training policy.

23. After receiving training the employee should be posted to the job where the
concerned training would be effectively utilized.

24. Training is to obtain effectiveness in action. It should aim at a lasting
improvement on - the -job. Much of the criticism of management training has been on
the grounds of lack of its impact in the work situation. Knowledge and skills have not
been converted into “improving effectiveness at work”. Training should really be

concerned with “PEOPLE - on- JOBS - in - ORGANISATIONS”.
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3. PERFORMANCE APPRAISAL
i. The concepts of performance appraisal should not be used as a tool for

evaluating past performance of the employees only. It should also be used for taking a
number of personnel decision like -

a. Job rotation,

b. Training,

c. Promotion,

d. Performance reward,

Transfer and

@®

—h

Punishment.
ii. Appraisal should be made after discussion with the employee’s.

iii. It should be a participatory process. Since a banker’s performance is
evaluated on the basis of some targets - credit disbursement, loan recovery,
investment and other behavioral aspects. While evaluating the performance of a
banker, they should participate in setting targets based on those performance
dimensions.

iv. Superior’s evaluation should be made on the basis of employee's appraisal.
If it were done, the superior would not be biased.

v. Management should give importance on performance appraisal. It is very
much important for employee’sjob satisfaction.

vi. Employee should get bonus / incentives for his / her outstanding
performance.

vii. The superior should have training on performance appraisal.

viii. After evaluation appraiser (Superiors) should discuss with the appraised

(Employees) in respect of his / her ability and weakness.
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ix. In case of poor performance investigation should be made to find out the
reasons.

x, Appraisal should be made only on the basis of performance, nothing else.

xi. Necessary steps to be taken for timely reviewing and monitoring of goals.

xii. Management Information should be developed to facilitate communication
of progress / problems promptly.

Xiil, Reward / punishment system should be introduced for the encouragemen
of the employees to achieve goals.

Xiv. Suitable steps should be considered for adequate supply of logistic support
to ensure employee’s motivation.

XV. Goal setting procedures, performance reviewing mechanism and control
system should be improved to suit the requirement of the situation.

xvi. Bank management should take appropriate steps for introducing goal-
oriented employees appraisal system in order to improve operational efficiency of the
employees.

xvii. Necessary steps may be taken for mechanization in more areas of banking
operations with a view to improving standard of service.

xviii. The main objective of all the banks is to earn profit, and Janata Bank is
not an exception to this. The system of Management by Objective (M.B.0O.) is a strong
and sound system followed by the bankers because it is a system that helps during the
evaluation of performance of the employees. “Management by Objectives has ushered
a new era of improved managing in the business world. Management by Objectives is
a managerial process by which superiors and subordinates jointly set goals, objectives,
activities and target dates for the subordinates. The objectives established are then

used as the basis for measuring performance. It is an approach to Organizational
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Development (OD). Organizational Development is a systematic approach for
improving the effectives of people in an organization, and Management by Objectives
is an instrument of organizational and managerial effectives”. For this Janata Bank
should examine the evaluation of performance of the employees of the bank in every 3
months, 6 months and 9 months and by this way they will be able to understand or
know the profit that is earned by the employees. If it is not possible to know the profit
by tliis time then the time may be extended up to one year.
XiX. The suitability of Management by Objectives (MBQO) approach relics upon

a system of feedback. Providing feedback to appraised employees is an important part
of the performance appraisal system in Janata Bank. Appraiser (Superiors) must
provide his / her subordinate the result of his / her performance during a given period.
The appraised (Employees) may then use up to improve his / her weakness or
shortcomings, because feedback is a process of informing the appraised (Employees)
the result of the appraisal. The purpose of feedback is to ensure the development of
employee based on outcome of his / her performance. One nationwide motel chain has
advertised, “The best surprise is no surprise.” This logic also holds for performance
appraisals. Additionally, in an MBO system that actually works, ongoing feedback is
the critical element.
xx. Extensive training programme should be undertaken by the Nationalized
Commercial Banks for ensuiing adequate supply of trained manpower.
4. PROMOTION, DEMOTION AND TRANSFER

In respect of promotion, the organization has given ample weight to annual
confidential report (A.C.R.), interview and assessment. This is no doubt, praiseworthy
because this will satisfy deserving candidates. This gives weight on competency.

However, attention should be given so that malpractice may not creep into the
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promotion policy. Promotion, demotion and transfer should be closed of individual
conflict basis.

The study has observed that the collective bargaining agency (C.B.A.) i.e. the
trade union is playing an ill motivated role with regard to promotion, demotion and
transfer policy. Collective bargaining agency always interferes in the freedom of
action of the management with the help of tlieii’ pohtical demagogue. For this reason,
collective bargaining agency has now become a pressure group. Due to undue
interference of the collective bargaining agency / trade union leaders, competent
candidates can't be promotion, demotion and transfer by the management sometimes.
According to Conu'ade Mao Sedony “Decomposition of a fish starts from its head and
decomposition of a nation starts from its leader.”

From this point of view, it is clearly evident that the situation prevailing in
Janata Bank may not be eliminated overnight until the political leaders are fair and
honest. It has been suggested that the nefarious activities i.e. unwanted interference of
the collective bargaining agency and individual conflict should be stopped henceforth
in order to save Janata Bank.

A Carefully conceived promotion programme consists of the following
elements:

I. Policy implementation; ii. Identification of promotion channels; ii; Selecti
and evaluation; iv. Training and development; v. Communication and vi. Centralized
records and coordination.

All promotion should be on a trail basis (from 6 months to one year) for if the
promoted person is not found capable of handling his job, Otherwise, the individual

may be reverted to his / her former post and former pay scale.
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A good transfer policy should:

I. Specifically clarify the types of transfers and the conditions under which
these will be made;

ii. Locate the authority in some officer who may initiate and implement
transfer;

iii. Indicate whether transfers can be made only within a sub - unit or also
between departments, J&ivisions / plants;

iv. Indicate the basis of transfer i.e., whether it will be based on seniority or on
skill and competence or on any other factor;

v. Decide the rate of pay to be given to the employee transferred;

vi. Intimate the fact order of tiansfer to the person concerned in advance;

vii. Be in writing and duly communicated to all concerned;

viii. Not be frequently used for the sake of transfer only;

Under the usual policy, the employee transferred sliould be provided with all the
support including actual cost of moving the household to the place of transfer.

A demotion should never be made as a penalty for a violation of the rules of
conduct, poor attendance record, or insubordination because such action will not
improve the performance of the individual. Only discipline and training can set the
things right. Yoder, Heneman, Turnbull and Stone have suggested a five - fold policy
in regard to demotion practice:

i. A clear and reasonable list of rules should be framed, violations of which
would subject an employee to demotions;

ii. This information should be clearly communicated to employees;

iii. There should be a competent investigation of any alleged violation;
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iv. If violations are discovered, there should be a consistent and equitak
application of the penalty, preferably by the immediate supervisor;

v. There should be a provision for review. (In a unionized case, this will be
automatic via die grievance provisions for review)

Demotions serve a useful purpose in the sense that they keep the employees alert and
alive to their responsibilities and duties.
5. MOTIVATION

1. Manpower Planning: The first step that is recommendation for motivation
of employees is proper manpower plaiming Nationalized Commercial Bank such as
Janata Bank has not devoted sufficient attention to this matter. Janata Bank should
maintain manpower inventories of their existing personnel at different levels and
formulate business plans to make estimate of personnel requirement in both short team
and long term basis.

2. Nameplate: All the employees of Janata Bank should be supplied with
nameplate for use on their counters / desks / tables. This will give them a sense of
identity and will help customers in knowing the employees by name.

3. Cash Department; Particularly low morale is visible in cash departments.
This may be largely due to routine and repetitive works performed by cashiers.
Therefore, free transfer to clerical departments can be made available to cashier
without loss of seniority.

4. Self Supervision: Self supervision can be an excellent way of motivating
employees at Janata Bank. It is often irritating and unproductive to have routine work
checked by officials. Much of the checking done is doubtful and its very existence

reduces the sense of responsibility of the original workers, and makes it difficult to fix
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accountability. Therefore, self supervision can be used in many areas of Janata Bank
for motivation employees towards their works.

5. Employee Participation: There should be provision for the employees in
setting goals, making decisions, solving problems and designing and implementing
changes in Janata Bank. This is known as participatory management and it will give
the employees of Janata Bank a greater feeling of accomplishment and responsibility.
By being personally and meaningfully involved, beyond just doing the assigned tasks,
employees of Janata Bank can be motivated and productive.

6. Leisure; Employees should be encouraged to participate in recreational
activities and integrate themselves in a community.

7. Job Enrichment; One of the important recommendations of Herzberg can be
used for the employees of Janata Bank. Herzberg proposed that managers could
stimulate the motivators by assigning tasks that are more interesting to their
employees. That is managers can psychologically enrich the job by providing the
employee with more variety, responsibility, and feedback. The objective of it is to
restructure the tasks so that the employees perceive them as more meaningful.
Fragmented, repetitive, and simplistic tasks will stifle motivation and long - term
productive behavior.

8. Job Previews: Unrealized expectations are major cause of low motivation in
Janata Bank. There should be realistic job previews to the employees explaining what
ajob actually entails.

9. Job Rotation: Involves periodically moving people from one specialized job

to another. The employees of Janata Bank can often be rotated from one job to

another.
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10. Extrinsic And Intrinsic Rewards: Extrinsic rewards are payoffs granted t
individual by other people, such as, promotions, recognition, status symbols etc.
Intrinsic rewards on the other hand are the self - granted and internally experienced
payoffs, such as sense of accomplishment, self - esteem, etc. Janata Bank should
improve and develop their extrinsic and intrinsic system of reward in such a way so
that individual needs can be satisfied and that will bring about higher level of
motivation among the employees.

CONCLUSION

Generally traditional recruitment and selection procedure is being exercised in
the Janata Bank. Job satisfaction level is poor because of welfare services and other
facihties are not satisfactory. In some cases the prescribed policy and programmes
regarding recruitment and selection procedure are not practice with positive attitude.
More and more candidates may be interested to apply for the vacant posts if the bank’s
profit increases and reputation spreads in the market about the bank. By selecting the
right candidates in the right post in the right time with the help of sound and effective
recruitment procedure, bank will go ahead.

For the proper functioning of management training system in Janata Bank, it is
suggested that a separate body, which may be named as ‘Banking Training Coimcil’
or ‘Coordination Committee on Training in Banks’ or ‘Training and Development
Committee’, be established. This body will review management training plans and
policies, existing physical facilities, problems of organization of the management
training system etc. It may recommend suitable modifications, strategies like
establishing eloquent communication with the training system of the bank should be

worked out be the proffered body.
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The study found it difficult though best efforts were given to collect all
available data and other relevant information regarding performance appraisal
practices in Janata Bank. The study advantages and disadvantages of the system while
reconmiending, the study tired to suggest some guidelines to be followed in appraising
an employee. In order to raise the performance level of the employees qualitatively
and quantitatively, appropnate and modem method of evaluating their performance
should be worked out, if it is possible, then employees will satisfactorily be motivated.

Proper implementation of performance planning system (PPS) requires
developing and maintaining high quality leadership. It is necessary to stimulate the
capable mangers tliat have potentialities and to remove those who are incapable.
Rewards on good performance can be a powerful weapon for motivating human
resources to achieve priority results. For achieving the desired results form
performance plaiming system, too much hierarchy and lack of coordination among the
different departments in the Head Office should be minimized. The role of the Head
Office should be supportive to the branches.

Persormel with insufficient on the job knowledge and experience are often
promoted to shoulder higher responsibilities in the face of acute shortage persormel at
senior level. On the other hand, there is general situation where promotions to higher
positions are largely automatically depending on the number of years one has put up
in the bank’ service. While knowledge and experience have a special virtue in a
service industry like banking, dependence on a mere number of years in determining
promotion may not be adequate particularly at senior levels. At the mid and top
management levels, criterion for promotion should be largely determined on the basis
of competence, skill, drive, initiative and knowledge of work, rather than on number

of years one has served in the bank. This will ensure bright officers to move to higher
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responsibility and such officers will be able to contribute to the institution in a better
way when one is relatively young and active. This will ensure top executive qualities
like quick grasp of problem, precision, initiative and imagination needed for high
growth in the business of a bank.

Motivation has significant positive correlation witli the performance of the
employees in bank. Thus in order to enhance performance, care should be taken on
how to enhance the level of motivation of different categories of employees. Now that
the competitions among the Commercial Banks are greater and internal restructuring
is essential by having to prioritize these sectors of the bank, further improvements can
be done which in turn will help Janata Bank to be one of the leading fmancial service

providers in Bangladesh.
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Exhibit - 2
CONFIDENTIAL

PERSONNEL MANAGEMENT IN BANKS
“A CASE STUDY ON PERSONNEL MANAGEMENT
OF JANATA BANK™

A. PERSONAL INFORMATION
1 Name ()
2. Name of the Institute ( )
3. Size of the Institute / Department; number of employees ()
4. Please indicate total number ofyears of your work experience ()
5. Please indicate number ofyears you have in the present position ()
6. Your age in years ()
7. Educational attainments: (please tick)
i. Secondary: Science / Arts / Commerce ()
ii. Higher Secondary: Science / Arts/ Commerce ()
iii. Giaduation: Simple/ Honours ()
iv. Post Graduation (with Department) ()
v. Higher Studies: Area ()
Place / Country ()
Duration ()
Year ()
vi. Other (please specify) ()
8. Please indicate your area of professional qualification 1(in addition to the general

education)

i. Engineering ii. Accounting iii. Management Banking and Finance iv.
Other v. None (please specify)



9.

10.

11.

12.

13

B.

7.

8.

9.
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Marital status; Married / Unmarried / Confirmed Bachelor ()
Ecological background: Rural / Urban base ()
Religion ()

Family’s sizes: i. Separate
ii. Combined ()

. Monthly income: i Own {)
ii. Family ()

QUESTIONNAIRE:

RECRUITMENT AND SELECTION POLICY

Is there any formal recruitment policy in your organization?
Yes ( ) No {)

Is your staff and officers know the human resource policy well?
Yes { ) No ()

On which basis do you take decision of recruitment?
i.  Manpower plaiming ( ) ii Overall development/ Increase business ( )
iii. Requirement of different Departments () iv. Vacant post ( )

Wiliat are the criteria of recruitment?
i. Direct recruitment ( ) ii. Promotion/ Internal sources ( )

Is there any influence of trade union or collective bargaining agency (C.B.A)?
Yes () No ()

What is the method of recriminated selection policy of Janata Bank?

I. Written examination and viva examination () ii. Oral interview ()

iii. Academic qualification ( ) iv. Experience ( ) v. Basis of promotion ( )
vi. Internal and external sources ( ) vii. All ofthe above ( )

Ifyou select internal process, what are the criteria?
I. Experience () ii. Performance ( ) iii.Professional background ( )

Which sort of test do you employee?
I. Intelligence test ( ) ii. Proficiencyand aptitude test ( ) iii.Personality test ()

Do you seek references for selection?
Yes () No ()
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10. Do you use so far compensatory or successive handle approach for selection?
Yes () No ()

11. Is thereany discrimination between male and female candidate?

Yes () No ()
12. How often probationaiy officers are recruited?
i. Annual () ii. Halfyearly () iii. As when required ()

13. Is there any recruitment and selection board or committee?
Yes () No () On needbasis ( )

14. Do you think thisrecruitment andselection system is fair?
Yes () No ( )

15. Do you think a common understanding on recruitment and job specification is

necessary?
Yes () No () Partly ()

16.Is there any consistence between jobdescription and educational qualification?
Yes ( ) No () Partly ()

17. Do you give any appointment letter to the recruited?
Yes () No ()

18. Does the organization arrange any induction programme to the new comer?
Yes () No ()

19. Who conduct the induction programme?
i. Personnel department () ii. Concern department ( ) iii. Specialist

department ()

20. How is recruitment and selection done in your organized?
I. By polishing recruitment notice in details ( ) ii. By personal contacts ( )
iii. Jobfair {) iv. Web site ()

21. Do you feel that the selection process adequate?
Yes () No ()

22. How are the employees, selected through the selection process performing in
dieir job?
i. Very good () ii. Fairly () iii. Poorly ()

23. Do you organization prefer the level of age approved by the government?
Yes {) No ()

24. Have any consideration of age limit in case of experience persons?
Yes () No ()

25. Which level of aged persons are sincere, punctual attentive to their duties and
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responsibilities?
i. Young and energetic ( ) ii. Aged persons ( )

26. Do you think the present recruitment policy of organization is satisfactory?
Yes () No ()

27. Any suggestion regarding improve the process, if any please mention?

{)
()
()
()

28. Do you think that the recruitment and selection process is biased?
Yes () No ()

29. Wiiat are the types of training received after recruitment and selection policy?
i. Internal training ( ) ii. External training ( ) iii. Both ()

30. Do you think your training was effective and job related?
Yes () No ()

TRAINING

A. Questionnaire for Senior Clerks to Managing Directors

1 Do you prepare a management training plan for your organization?
Yes () No ()

2. Ifyes, do you prepare ashort or longterm management training plan?
i. Short - term plan for Year/s {) Month/s ()
ii. Long - term plan for Year/s () Month/s ()

3. Where management training plan is prepared for?

I. OwnTraiinng Institute? () ii. Outsidegrainingjj*gencies? ( )

4. Do you think that management tiaining policy contributes directly to an
organization objective?
Yes () No {)

5. In your opinion, what other policies ofpersonnel Management should be included
in the management training policy? (Please specify it)
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6. How do you prepare reading material? (Please explain it)

7. Do you design any management training record?
Yes () No ()

8. ifyes, how do you design it? (Please specify it)

9. What purpose does it serve? (Please explain it)

10. What are the elements of such records? (Please explain it)

11. What are the contents of management training records? (Please explain it)

12. WIlio determines management training needs in your bank?
i. Line Manager () ii. Director/Principal Training Institute ( ) iii. Faculty
Members ( ) iv. Regional /Zonal / Heads ( ) v. Any other authorized body ( )

13. What methods do you generally follow to evaluate management training
programme?
I. Through a questionnaire filled in by each participant at the end of the course ()
ii. Formal discussion with some participants ( ) iii. Informal discussion with some
participants () iv. Administrations of questionnaire on inputs before and
after die course ( ) V. Involving faculty course coordinators discuss their
impressions about the course inputs etc. () vi. Employer’s report ( )

14. What aspects of management training are generally covered in such evaluation?
i. General evaluation of the course as awhole () ii. Programme design ()
iii. Evaluation of each session /input ( ) iv. Evaluation of each subject ( )
v. Pedagogical tools used ( )

15. Do you make follow - up of programme?
Yes () No ()

]6. Ifyes, please mention the time - gap between management training follows?
I.  6months to 1years ()
il lyearsto 2 years ()
iii. 2yearsto3years ()
iv. 3yearsandabove ()

17, What methods do you usually adopt for follow - up of management training
progranmie? (Please explain it)

18. What aspects usually cover the follow - up of programme?

B. Questionnaire for Trainees

1 Who, in your opinion, should be responsible for assessing management training
needs?
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I. Branch Manager ( ) ii. Regional Manger ( ) iii . Head Office () iv.
Training Institute ( )

2. If your opinion, where management training plans of your bank should be
formulated?
I. In Head Office () ii. At Regional Office ( ) iii. At Branches ()

3. Please give arguments in support of your choice.

4. If the plan is formulated in the/yiead Cffice, do you think tiiat it should be
communicated to all branches?
I. Definitely yes () ii. Yes () iii. Sometimes ( ) iv. No ( ) v. Definitely not ( )

5. Do you think that, the management training plan of your bank is effective?
i. Defmitely yes () ii. Yes ( )iii. Neutral ( ) iv. No () v. Definitely not

()

6. Do you believe that, a trained personnel is of much helpful in making an effective
management training plan?
I. Defmitely yes () ii. Yes ( )iii. Sometimes iv. No () v. Definitely not ()

7. Whose role, in your option,is more helpful for implementation of management
training plan?
i. Head Office () ii, Regional Office ( ) iii. Branch Office () iv. Training
Institute ()

8. Do you think that the assistance from all courses (i. e. Head Cffice, Regional
Office, Branch office. Training..”stitute) is very important for implementation of
management training plan?

I. Defmitely yes () ii. Yes () iii. Sometimes () iv. No ( ) v. Definitely not

()

9. Who, in your opinion, should be responsible for assessing management training
needs?
i. Head Office ( ) ii. Regional Office ( ) iii. Branch Office ( ) iv. Training
Institute ( )

10. Where you're training needs assessed before attending the course?
Yes () No ()

11. If yes, do you think that the methods of assessing management training needs
were effective?
Yes () No ()

C. Questionnaire for Faculty Members

1 Do you generally use the following methods for assessing training needs of
managerial personnel of your bank?
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i, Task analysis () ii. Behavior analysis. () iii. Productivity analysis ()
iv. Skill and performance analysis () v. Organizational planning () Vi
Aptitude analysis () vii Survey method ( ) viii. Recommendationof the
superior or Head of Departments () ix. Management request ( ) x. Interviews ( )
xi. Tests / examinations () xii. Merit or performance ratings ( ) xiii. Discussion /
group conferences () xiv. Suggestions by individuals ( ) xv. Others ( )

2. Do you support the view of making corporate management training planswith
other tiaining agencies to make every programme successful and practical oriented?
i. Definitely support ( ) ii. Support ( ) iii. Sometime ( ) iv. No support ()
v. Extremely disagree ()

3. How much impact of follows - up of management training programme is there in
your bank / Institutes?
i. Veiy much () ii. More ( ) iii. Sometimes ( ) iv. Less {) v. No impact ()

4. Do you agree with the following criteria for assessing management training needs?

Yes No Don’t know
i. Organizational needs 0
ii. Group needs 0
iii. Individual needs O
iv. Regular needs 0
v. Problem-solving needs O
vi. Irmovative needs 0
vii. Any other needs 0

5. Are the management training needs constant y changing after sometime?
Yes () No {)

6. Ifyes, what are the factors, which bring changes in the management training needs?
I. Technology ( ) ii. Condition ( ) iii. Other environmental condition ( )

7. From which area, in your opinion, utility of evaluation feedback for subsequent
management training programme can be derived?
I. Setting of course objectives ( ) ii. Programme design ( ) iii. Reading
material given to the participants ( ) iv. Course inputs ( )v. Pedagogical
tools used ()
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PERFORMANCE APPRAISAL

a. Questionnaire of Appraised (Employees)

1 Is there any performance appraisal system in your organization?
Yes () No ()

ro

If not, how is employee’s performance evaluated?
I. Informal () ii. Superior’s informal reports () iii. Formal comment ()

3. How often is employee's perfonnance evaluated?
i. Annually ( ) ii. Halfyearly ( ) iii. Quarterly ( ) iv. As and when required ( )

4. Which frequency or period do you think appropriate for performance appraisal?
i. Annually ( )ii. Halfyearly () iii. Quarterly ()

5. Does your superior discuss with you prior to evaluation?
Yes () No ()

6. Ifnot, do you feel that the superior should discuss with you before appraisal?
i. Should discuss () ii. Noneed ( ) iii. Not applicable ( )

7. Do you know the basis or criteria used for performance appraisal?
Yes () No ()

8. Ifyes, are those bases or criteria related to you?
Yes () No ()

9. For what purposes do you think your performance appraisal is done?
(Please tick the relevant ones)
I. Increment ( )ii. Promotion () iii. Incentive ( )iv. Training ( )
v. Forrecord only () vi. Punishment ()

10. Do you think performance appraisal in your organization truly determines your
performance?
i. Very accurate () ii. Accurate ( ) iii. Not accurate ( )

11. If not, please specify reasons?
I. System complicated ( ) ii. Contents notjob related ( ) iii. Superior biased ( )
iv. Management not giving importance appraisal? ( ) v. Scope for influence on
superior. ()

12. Which appraisal system do you prefer? (Please tick the relevant ones)
i.Confidential report. ( ) ii. Graphic rating, iii. Ranking method. () iv.
Paried comparison method. ( ) v. Forced choice method. ( )vi. Critical
incident method. ( ) vii. Weighted checklist method. (') viii. Field review
method. ( ) ix. Cost accounting method. ( ) x. Forced distribution method.
() xi. Point system. () xii. Interpersonal comparison, ( ) xiii. Management

198
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by Objectives. ( ) xiv. Participatory system. ( )

13. Do you think outstanding performance should ensure bonus / incentives?
Yes () No ()

14. Do you think job satisfaction depends on effective appraisal system?
i. Always depends ( )ii. Never depends { ) iii. Sometime depends ( )

15. Do you think promotion, demotion and transfer are always depends on appraisal
in your organization?
i. Always depends ()  ii. Never depends { ) iii. Sometime depends ( )

16. Do you think performance appraisal determines the necessity of training?
Yes () No ()

17.“Employees motivation depends on performance appraisal” - do you agree with
this comment?
Yes () No ()

18, Do you think the appraisal system used in your organization should modify?
i. Should modify () ii. Noneed () iii. Partially modify

19. Do you think effective appraisal system ensure good “ management subordinates”
relationship?
Yes {) No {)

b. Questionnaire of Appraiser (Superiors)

1 Why are performance appraisals of subordinates done in your organization?
I. To maintain record of employees worth. ( )
ii. To make decision on personnel management issues. ( )
iii. For promotion, demotion and transfer. ()
iv. Only for promotion ( )

2. How long have you been doing performance appraisal of your subordinates?
Please mention it? Y AIS i Years.

3. Is performance appraisal done at regular interval?
Yes () No ()

4. Have you received any training to evaluate performance?
Yes () No ()

5. Ifnot, do you think training is needed?
Yes () No ()

6. Do you think that performance appraisal format used in your organization truly
determines performance of an employee?
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Yes () No ()

7. If not, why?
i. Criteria notjob related ()
ii. Very complicated procedure format ()
iii. Other please (specify) ()

PROMOTION, DEMOTION AND TRANSFER

1 Have any promotion system to your organization?
Yes () No {)

2. Ifyes which basis of promotion system does you follow in your organization?
I. Seniority basis ( ) ii. Efficiency basis () iii. Both ( ) iv. No particular
systems () v. Any other please specify ()

3. What type of promotion policy do you follow in your organization?
I. Vertical promotion ( ) ii. Horizontal promotion { )

4. How important is the annual confidential reports promoting in your organization?

i. Very much important { ) ii. Very important ( ) iii. Important iv. Not much
important ( ) v. Not important ()

5. Does your annual confidential reports is right evaluation in your bank?
Yes () No ()

6. What is the factors do you consider in determining in promotion policy?
I. Dresses and magnetism () ii. Job evaluation ( ) iii. Working ability, stillness
and specialty ( ) iv. Consider to institutional interest during promotion ( ) v. Inter
personal conflict see them staff and executives ( ) vi. Maintaining balance with
same other institution { ) vii. Consider any on wasted protest, strike, pen drop or
submission of memorandum relation to any personnel promotion viii. Other factors
(please specify)

7. Are always promoted the best people?
Yes () No ()

8. Ifnot, why best people are not promoted?
i. Non officer () ii. Decentralized () iii. Sex discrimination () iv. Subjective

criteria ( ) v. Geographic change ( ) vi. Under income ( ) vii. Overmuch
boldness of collective bargaining agency (C.B.A.)

9. Is there demotion policy in your organization?
Yes () No () Sometimes ()

10. Ifyes, what are the causes of demotion? Please explain ( )
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11. Have any transfer policy in your organization?
Yes () No ()

12. Ifyes, when and why? Please explain {)

13. Have you controlled transfer policy in your organization?
Yes () No ()

14. 1f yes, how controlled of transfer policy? Please explain ( )

MOTIVATION

1 What is your opinion about the basic salary and other benefits that you get from the
bank?
I. Satisfied () ii. Not satisfied ( ) iii. Not like privateanks ()

2. Are there any other benefits that you would like to have from the bank?
Yes {) No ()

3. Do you think your workplace is quite or noisy?
i. Excellent () ii. Very good {) iii. Good () iv. Ok ()

4. How safe / secure yourjob is?
i. Most secured ( ) ii. Secured () iii. All right ( ) iv. Not so secured ( ) v. Not
secured. ()

5. Describe your relationship with your colleagues,
i. Very good () ii. Good () iii. Ok ()

6. Do you participate in making suggestions for improvement in the bank?
I. Always ( ) ii. Very often ( ) iii. Often ( ) iv. Not so often ( ) v.Never ()

7. Inyour opinion, is there higher recognition for achievement in the bank?
I. Highly recognized ( ) ii. Recognized ( ) iii. Sometime recognized ( )
iv. Not so recognized ( ) V. Neverrecognized ( )

8. Would you like to take further training for improving the performance at your
work?
Yes () No ()

9 when do you feel particular good in the bank? .
I. After completing a work efficiently () ii. Proper reorganizations for work ( )
iii. Early hours for working ( ) iv. Promotion in due time ( ) v. Serving for
people ( ) vi. Excellent annual confidential reports ( ) vii. Getting new work ( )

10. When do you feel particularly bad in the bank?
I. Not completing a work efficiently ( ) ii. Not promotion in due time ( )
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iii. After lunch hours of working ( ) iv. Not benefits of regular and up
v. Compelled to do irregular works ( ) vi. Repetitive work ( )
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Exhibit - 3

Annual Confidential Reports - Form No. -1, 1(A), 2, 3.
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