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Executive Summary 

Internship is one of the degree requirements includes three months attachment period in 

any corporate body in Bangladesh. Like others I had been experiencing my internship in 

National Credit & Commerce Bank Limited one of the largest Private Bank in 

Bangladesh provides acquirement of practical knowledge and real marking actions in 

business to the fresh graduates. During the attachment period I was given to prepare a 

research paper considered as my intern project titled as "HRM Practice in NCCBL: 

Suggestions for optimum Utilization of HR For the growth of the Bank" which included 

my complete involvement. This paper would be a helpful one in a sense while NCCBL is 

planning to develop their Human Resource Division in future. 

This paper contains four major parts. 

1. Introduction 

2. Organizational Part 

3. Subject Matter 

4. The Suggestions for optimum Utilizations of HR 

First part of the report consist of the project proposal, in which scope of the study, 

limitation of the report, methodology are discussed precisely. I obtain different types of 

information through questionnaire. 

Second part of this Paper gives the orientation of National Credit & Commerce Bank 

Limited(NCCBL) focusing mainly on the Human Resource Division. The main goal, 

mission, vision, objective, features of NCCBL are mainly described in this Part. 

The third part is about the Human resource Division of NCCBL ,where I have tried to 

draw a picture of Overall Human Resource Division . The division is headed by an 
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Executive Vice President and EVP is followed by an Senior Assistant Vice President, 

Assistant Vice President and Principal Officer. My main topie is HRM Practice of 

NCCBL, so I have gone through the service rule of NCCBL and tried to identify the 

existing human r.esource practices of the organization, which includes recruitment & 

Selection , performance appraisal, training & Development, Career development , HRD 

process etc. I have given emphasis on the service rule and compared some of its chapter 

with Bangladesh Labor act 2006, as well as HRM Practices. 

The last part of this report proposes some suggestions for the optimum utilization of the 

human resource and for the development of human resource division. Performance 

Appraisal Method of NCCBL can be 180 Degree, through which both supervisor and 

subordinate can evaluate each others performance which is a very important for the 

development of HR Division. Evaluation of the Training Institute. They can 

Establishment Proper Human resource Information System ,by which all information of 

any personnel can be easily find out. Required competence/Skilllevel Matrix should be 

maintained. They should make Yearly Training plan. Training Record of all the 

employees should also be properly updated. 
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INTRODUCTION 

1.1 Origin of the Report 

This report titles, "HRM Practice in National Credit & Commerce Bank Limited(NCCBL): 

Suggestions for the optimum utilizations of H.R for the growth of the Bank" "prepared to fulfill 

the requirement of the internship program of the BBA degree in the department of Business 

Administration, East West University. It is a mandatory requirement of the program that requires 

a student to work in a particular organization for three months. This reports, which contains the 

outcome of a project assigned be the NCC bank Ltd. is presented to the concerned teacher as 

well as to the organization. 

1.2 Topic of the Study 

To write a report it is necessary to select a topic. A well-defined topic reflects what is going on to 

be discussed through out the report. The topic that has been assigned by supervisor is "HRM 

Practice in National Credit & Commerce Bank Limited(NCCBL): Suggestions for the optimum 

utilizations of H.R for the growth of the Bank" .The report has discussed about the existing HRM 

practice ofNCCBL and how better the bank can use their Human Resource for the growth of the 

bank. 

1.3 Scope of the Study 

This report has been prepared through extensive discussion with the HRM personnel of Human 

Resource division . While preparing this report, I had a great opportunity to have an in depth 

knowledge of all the HRM activities, practiced by the NCC Bank limited. It enhances my ' 
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practical knowledge of HR Practice and I m able to compare between the real one and the 

theoretical one. 

~ 1.4 Objectives of the Study 
I 

The primary objective of the study is to meet the partial requirements for the fulfillment of BBA 

program. The core objectives of the study are as follows: 

o To know about the practices ofHRM 

o To know and review the HRM Practices ofNCCBL. 

o To give suggestions for the development of HR practices of NCCBL 

1.5 Methodology of the Study 

The report is based on the existing HRM practice of NCCBL. Different books, statements, 

annual report and manual helped me to prepare the report. After collecting data from the 

interview and material, the data was first carefully scrutinized. Then the data was organized as 

required. In order to make the report more meaningful and presentable, two sources of data and 

information have been used widely. 

The 'Primary sources' are as follows:-

' ... Face-to-face conversation with the respective officers. 

,.. Take expert opinion from the officers. 

*- Practical work exposures on different section of HR .. 

~ Relevant file study as provided by the officers concerned. 

~ Questionnaire 

e,-. Nee: BANK [.It\'ll'-rF: I) 
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I TJ e 'Secondary sources' are as follows:-

~ Annual report (2006) of NCC Bank Ltd. 

~ Periodicals Published by Bangladesh Bank. 

~ Internet was also used as a theoretical source of infonnation. 

~ Websites and Newsletters are als0 was major sources. 

~ Relevant papers and publications 

1.6 Limitations of the Report 

To prepare a report on the achieved practical experience in short duration (only three months) is 

not an easy task. In preparing this report some problems and limitation have encountered which 

are as follows: 

o The main constrain of the study was insufficiency of infonnation, which was required 

for the study. There are various infonnation the bank employee can't provide due to security 

and other corporate obligations. 

_ Due to time limitation many of the aspects could not be discussed in the 

present report. 
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ORGANIZATIONAL PART 
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2.1 Company Profile At a glance: 

Name: National Credit and Commerce Bank Limited 

Year of Establishment: 1993 

Authorized Capital: 250 Crore 

Paid up Capital: 135Crore 20 Lac 12 Thousand 

Number ofBranches:51 

Nun1ber of Employees: 1346 

Next Branch Opening: Shamoly Branch 

Total Number Of Shareholders: 7900 

Total Profit Figure in 2006: 127 Crore 

Total Deposit Of the Bank in 2006: 28147.34 million 

Total Number of Executive & Officers: 847 

Price of par Share :100 tk 

B iness Link: Different Organization both Government and Non Government 

_\ . ' K Llt\rllrrEI) 
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2.2 Historical Background: 

:-;rational Credit and Commerce Bank Limited is one of the second generation domestic private 

banks in Bangladesh after the war of the independence. It is a schedule Bank under private sector 

established under the ambit of Bank Company Act, 1991 and incorporated as Public Limited 

con1pany Act 1994 on 1 i h May 1993. Prior to conversion into a scheduled commercial bank. 

National Credit Limited (NCL) was incorporated as public limited investment Company in 

Bangladesh on 18th November 1985. It made its journey with a modest beginning on 25th 

November 1985 at its registered office and first branch at 7-8 Motijheel Commercial Area, 

Dhaka-1 000. The initial Authorized Capital of the company was Taka 30 (Thirty) Crore 

consisting of 30 (Thirty) Lac ordinary Shares of Tk. 100.00 each. A new opportunity in the field 

of financial activities was opened for the business. NCL made a careful journey and maintained 

its successive growth for few years with its qualified professional management under most 

unpredictable uncertainties and limitations. 

Having started its operations as a commercial bank in 1993 recovering from some primary 

difficulties. National Credit and Commerce Bank Limited has now emerged as a major player in 

the financial sector. Listed in both the Dhaka and Chittagong bourses since 1999 with an IPQ 

that the paid-up capital of the bank to Tk.39 CITe. 

Banks are the pillars of the financial system. Specially, in Bangladesh the health of the banking 

system is very vital because the capital market is little developed here. As the banks are still the 

major sources of credit and exercise great influence on the financial system, it is extremely 

important that the country's banking systems should be in good health in the interest of 

investment activities meeting the needs of all kinds of finance and related matters. 

Over the years, National Credit and Commerce Bank Limited has built itself as one of the pillars 

of Bangladesh's financial sector and is playing a pivotal role in the extending the role of private 

sector of the economy. The bank has strong baranch network national wide with 51 branches. 

c~ ~ C (~ UANKIJ 1,["flr-rEI) 
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2.3 Corporate Information: 

I.Registered Office 

7 -8, Motijheel Commercial Area 

Dhaka 1000, Bangladesh 

Cable: NATCREDIT DHAKA 

Phone: PABX 9561902-4,9566283,9563981-3 

TALEX: 642821 NCL BJ 

Fax: 880 2 9566290 

Email: nccbl@bdmail.net 

Web: www.nccbank-bd.com 

~c~ Nee: UANKLIi\tllrrED 
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2.4 Organization Structure 
Chairman's Sect. 

Executive Committee 

Managing Director's Sect. 

Central Compliance Unit, 
A MT fl?VP\ 

Board Directors (Chairman, 
Vice Chairman. Members) 

Mana ing Director 

Additional Managing Director 

I Deputy Ma~aging Director 

I 
1 

Board Division 
(Secretarv) (F.VP) 

Audit Committee 

Internal Control and Compliance 

Division (SEVP) 

Audit & Inspection Unit 

Compliance Unit ~ 

l Monitoring Unit ~ 
~ Human Resources Training Institute (VP) I Area Office, Chittagong 

---1 Central Accounts Division (SA VP) I 
- (SEVP) 

H Marketin2 & Branches Division (VP) I 
rl Esth. Division (EVP) Transport Pool 1 I Branches I 

H Public Relations Dept. I 
I 

Treasurv (SVP) I-I H Share Dept. (SAVP) W Int'l Div. I II I 
(SVP) FX Market 

H Onerations I 

I Banking 1 U I - CorresDondent Money Market 

Brokerage I Front Office! Dealing Room ~ -
House (VP) 

I I Bond Market I Back Office I I 

~ Credit Admn. 

I 
I 

I I I 
Deot. (SVP) 

Confirmation Settlement I Remittance I 
Accounts I Returns & others 

Reporting Reconciliation Reconciliation 

Card Division (Related to Deal) Exchange position 

r-- (SVP) 

H I ~ I Int'l Trade Division General Credit 
(SVP) rl IT. Div. 

~ I (V P I Housing Loan Unit 

I I Credit Div. 
I 

(VP) 
(EVP) 

W 
CRM Imp . & 

\ 
Monitoring -----i Data Centre \ 

SME Wing (VP) 
Ce\\ (VP) 

L MIS & Planning ~ I Syndicated Project Loan 

I Product Dev. Communication ..../ (VP) 
Dept. (V P) ---I (LAN/WAN) 

r--

e~ NC 
f Software Development J Recovery!La ~ 

~ 
9 

-:;:: ] w (SAVP)1 Application 
r I CC 

BANK T4" Ft Debt Collection 
Unit (VP) 

I .... '"" 

R 
1 Support 

Hardware/Desktop 
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2.5 Objectives of National Credit and Commerce Bank Limited. 

The main objectives of National Credit and Commerce Bank Limited are to maximize profit 

through customer satisfaction, which very much reflects the idea of any type service oriented 

business . National Credit and Commerce Bank has been ensuring profit by providing best and 

improved service along with other corporate objectives mentioned below: 

__ To provide excellent customer service to its clients, so they choose NCCBL first 

• To carryon business deals in foreign exchange, dealing in foreign currency notes, granting and 

issuing letter of credit, travelers cheek, circular notes and negotiating of export documents 

and all other matters related to the foreign exchange. 

i Ensure high return on investment and with different service products. 

i To playa significant role in the improvement of the economic condition of 

i this country. 

~, Make profitable investment, disciplined growth strategy and growth in annual profit margin . 

• To remain as the market leader through diversification of the business and 

., automation of the banking operations . 

. ~ Adopt an appropriate management technology 

., To create fully integrated financial service system. 

i To create employment opportunity for contribution to the commodity. 

~ To build up a strong and enduring organization which employs good business practices and 

deliver better service of the highest quality. 

~c,... N (~ C: 8 A NK I .; J:IVll rrE 1) 
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2.6 Mission 

• Anticipating business solutions required by all our customers everywhere and innovatively 

supplying them beyond expectation 

• Setting industry benchmarks of world class standard in delivering customer value through our 

comprehensive product range, customer service and all our activities 

• Building an exciting team-based working environment that will attract, develop and retain 

employees of exceptional ability who help celebrate the success of our business, of our customers 

and of national development 

• Maintaining the highest ethical standards and a community responsibility worthy of a leading 

corporate citizen 

• Continuously improving productivity and profitability, and thereby enhancing shareholder value. 

2.7 Vision 

To be in thee forefront of national development by providing all the customers Inspirational 

strength, dependable support and the most comprehensive range of business solutions, through our 

team of professionals who work passionately to be outstanding in everything we do. 

2.8 The Goal of the Bank: 

To share a significant portion of the banking sector's by utilizing available manpower and also 

state of the art technology for maximizing the shareholders wealth. 

o Long-term goal: To maximize he wealth of the shareholders. 

o Short term goal: The earn satisfactory rate of return on investment providing wide 

range of banking services. 

11 



2.9 Features of National Credit and Commerce Bank Limited 

There are so many reasons behind the better performance of NationaL-Credit and Commerce 

Bank Limited thari any other newly established banks: 

" Highly qualified and efficient professionals management the bank 

" National Credit and Commerce Bank Limited has established a core Research & Planning 

Division with efficient persons. 

" The Bank has established correspondent relationship more that 100 of foreign banks. 

" The computerized operation system in all branches ofNCCBL has provided the frequent and 

prOlnpt customer service. 

" The inner environment and teamwork of all branches in NCCBL motivated 

" all experienced employees to achieve the ultimate objective of BCCBL. 

" National Credit and Commerce Bank Limited has become a member of the 

" SWIFT system to expedite foreign trade transaction. 

" National Credit and Commerce Bank Limited has become introduced some 

" scheme for the purpose of saving of low income people which are not available in other like 

"Ajebon Pension Scheme" 

" The Bank offers attractive saving rate than other financial institutes. 

,. National Credit and Commerce Bank Limited provides loan to the 

" customers at lower interest with easy and flexible condition that the others do. 

" ~ ational Credit and commerce Bank Limited charges lower commission from 

r heir customer in comparison with other banks. 

r _-\.long with the profit generation National Credit and Commerce Bank Limited also maintain 

ocial responsibilities. 

r Bank always guided their potential customer by giving valuable advises. 

12 
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2.10 Corporate Management 

Mr. Tofazzal Hossain 

ice Chairman Mr. A.S.M. Main Uddin Monem 

Mr. Mahbubul Alam Tara 

Alhaj Md. Nurun Newaj Selim 

Mr. M Waji Ullah Bhuiyan 

Mr. Khairul Alam Chaklader 

Mr. K.Z. Mahmud 

Mr. Din M. Rana 

Mr. Mir Zahir Hossain 

Mr. Fakhrul Anwar 

Mrs Nahid Banu 

Mr. Md. Anwar Pasha 

Mr. Nurul Islam 

Mr. Ainul Kabir 

Mr. S.M. Faiz 

Ms. Mehtaj Kamal Khan 

Mr. Zaker Hossain 

Mr. M.A Quasem 

Mr. Md. Harunur Rashid 

Mr. yakub Ali 

Mr.S.M.Abu Mohsin 

Managing Director 
Mr. Md. Nurul Amin 

Legal Advisor 

c,-. . . C C B j\N K Lll\,II"rED 
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2.11 Competitors: 

Next Generation Banks 

2.12 Corporate Culture 

NCC Bank is one of the most disciplined Bank with a distinctive corporate culture. In this bank, it 

believes in shared meaning, shared understanding and shared sense this bank, it believes in shared 

meaning, shared understanding and shared sense making. The People of bank can see and 

understand events, activities, objects and situation in a distinctive way. They mould their manners 

and etiquette, character individually to suit the purpose of the Bank and the needs of the customers 

who are of paramount importance to them. The people in the Bank see themselves as a tight knit 

team/family that believes in working together for growth. The corporate culture they belong has 

not been imposed: it has rather been achieved through their corporate culture. 

2.12 Product Services Information 

A. Finance/Loans: 

:J Cash Credit 

:J Secured Overdraft 

:J Bank Guarantee 

:J Long Term and short term financing 

:J House Building Loan 

:J Car Loan 

Small Business Loan 

B. Foreign Exchange: 

o Loan Against Investment 

o Inland Bill Purchase 
Lease finance Schemed 

o Personal Loan scheme 

o Festival Small Business Loan 

o Credit Card 

.:. on Resident Foreign Currency Deposit Account (NFCD) 

.:. Resident Foreign Currency Deposit Account (RFCD) 

.:. Foreign Currency Deposit Account 

.:. _ loneyGram 

~ \ili. ~a~lngs ~Cneme 

~ ~ _ - it (FDR) 
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.:. Short Term Deposit (STD) 

.:. Sa\-ing Bank Account (Sb AlC) 

.:. Current Deposit Account (CD Mc) 

_.13 Management Hierarchy: 
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2.15 Branches of the Bank: Branches are the terminals through which services offered by 

the Bank reach to the clients. Each branch is headed by a Branch Manager ,who in tum gets the 
-

assistance of the Area Head in dealing with several day to day activities of commercial banking. At 

present, the Bank has 51 branches. 

::\ o. Branches of the NCCBL 

1. Motijheel Main Branch. 26 Bangshal Branch. 

2. Agrabad Branch. 27. Moulvibazar Branch. 

3. Khatungonj Branch. 28. Jessore Branch. 

~. Khulna Branch. 29. Rangpur Branch. 

5. Babubazar Branch. 30. Kawranbazar Branch. 

6. Jublee Road Branch. 31. Dilkusha Branch. 

7. O.R. Nizam Road Branch. 32. Islampur Branch. 

8. Chowhatta Branch. 33. Halishahor Branch. 

9. Dhanmondi Branch. 34. Foreigh Exchange Branch. 

1 G. Elephant Road Branch. 35. Modunaghat Branch. 

11. Mogbazar Branch. 36. Uttara Branch. 

12. Gulshan Branch. 37. Baralekha Branch. 

13. Malibag Branch. 38. Syedpur Branch. 

l ·t Cox's Bazar Branch. 39. Patgram Branch. 

15. I Laldighir par Branch. 40. Baraiyarhat Branch. 

16. Jatrabari Branch. 41. Majhirghat Branch. 

17. Mirpur Branch. 42. Bogra Branch. 

18. Feni Branch. 43. Nababgonj Branch. 

19. Kadamtali Branch. 44. Andorkila Branch. 

20. Laximpur Branch. 45. Madhabdi Branch. 

21. Midford Branch. 46. Rajshahi Branch. 

22. Hajigonj Branch 47. Nawabpur Road Branch 

23. Madaripur Branch 48. Banani Branch 

_4. Chaumuhani Branch 49. Commilla Branch 

_5. Shymoli Branch(next opening) 50. Chakaria Branch 

- J aggannathpur Branch - . 

C, :\CC BANK IJll\illrrED 
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~ _ .16 The Classification of Posts: 

Operational 

>- Deputy Managing Director. 

>- Senior Executive Vice President. 

>- Executive Vice President. 

>- Senior Vice President. 

>- Vice President 

>- Senior Assistant Vice President. 

>- Assistant Vice President. 

>- Senior Principal Officer. 

>- Principal Officer. 

>- Senior Officer 

>- Officer. 

>- Probationary Officer 

>- Junior Officer 

>- Assistant Officer 

Supportive Staff: 

>- Messenger/Tea Boy 

,. Bank Guard . 

.., Driver 

>- Godown Darwan/Supervisor 

17 



2.17 Major units of the Bank: 

• Chainnan' s Secretariat 

• Managing Director' s Secretariat 

• Deputy Managing Director Secretariat 

• Board Division 

• Human Resource Division 

• International Division 

• Credit Division 

• Inten1ational Trade Division 

• Establishment Division 

• Central Accounts Division 

• Internal Control And Compliance Division 

• Information And technology Division 

• Marketing And Branches Division 

• Share Division 

• Card Division 

• Credit Administration And Risk Management Department 

• MIS/ Product Planning Department 

• Central Compliance Unit A.M.L 

• Recovery Department 

• Public Relations Department 

• Brokerage House 

• Training Institute 

18 



SUBJECT MATTER 

c~ . CC: HANK l.;llVIITEl) 
"':: c ~ r.~fO&u Jl~ ~~r:.f ~t~ fit~r.;; '.,s 

Chapter-Three 

19 



Introduction 

Organizations require a number of things to be effective: 

" Physical resources, including the manufacturing facilities and equipment to produce a 

product or service. 

> financial resources, including equity, leverage( debt) and retained earnings. 

> marketing capability to connect whatever product or services are created with customers. 

> human resources, including the experience, skill, knowledge, judgment and creativity 

belonging to the organization ,along with the means of organizing, structuring and rewarding 

these capabilities. 

> Public Relations, to be present in the minds of the people, mass media 

While all these are important to organizational effectiveness, the factor that is most likely to 

provide potential competitive advantage is human resource and how these resources are managed. 

The production technology, financing customer connections can all be copied. The basics of 

managing people can also be copied, but the most effective organizations find unique ways to 

attract, retain and motivate employees-a strategy that is harder to imitate. 

Organizational success IS based not on conventional factors such as, large size, a unique image, 

the right market niche, dominant market share and so forth, but on how employees are treated. 

e~ ~ C C B i\NK IJlt\tllrrEI) 
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3.1 HUMAN RESOURCE DIVISION: 

The vIsion of Human Resource Division is "Ensure improved business performance and 

competitive advantage by attracting, developing and retaining people in a winning culture that 

builds organizational capabilities to meet strategic objectives." 

Human Resource Management Plays a great role in every organization. So it is a integral part of 

NCCBL.NCCBL has specific HR division. They follow HR practices like Recruitment, 

Selection, performance appraisal. 

3sistant Vice 
'es ident 

3.2 HUMAN RESOURCE STRUCTURE 

Head Of 
Human Resource 

Senior Assistant 
Vice President 

C, .' C C B l\N K Lll\ilIrrF': D 
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3.3 Hu man Resource Planning 

Human resource planning is the process of getting the right number of qualified and competent 

ople into the right job at the right time. Putting another way, HR planning is the system of 

m t hing the supply of people internally and externally with the openings the company expects to 

h ye over a given time frame. The quality of the candidate and his/ her expertise are deciding 

factor how National Credit & Commerce Bank (NCCBL) will succeed in achieving its visions, 

object ives and tasks. 

Human Resource planning in NCCBL is a part of the company's overall business plan. Analyze 

the future volume of work of the organization and calculate the future staff demand. 

Bas ically the top management gives the strategic management decision .. The BOD although is 

the main policy maker, the Managing Director does every thing in this respect through discussion 

and consultation with the deputy managing directors and Management Committee. The bank has a 

planning and administrative department (under HRD) and these departments are mainly 

responsible for the overall planning process. The top Management has developed a concept and 

build a close relationship with customers. Both short term and long term planning is exercised in 

the Bank. 

Steps Of Strategic Planning: 

Requirement Of Manpower From 
Various Department to HRD 

~ 
HRD assess the need of Manpower 

~ 
HRD decide the number of 
Manpower to recruit 

~ 
Place a Memorandum to the BOD 

~ 
BOD take the final Decision 

e~ ~ C c: n }\NK I Ml Il.\'1 .J 111c.t U 
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THE HUMAN RESOURCE PRACTICES OF NCCBL 

3.4 Recruitment and Selection Process of NCCBL 

-:\ational Credit & Commerce Bank limited provides equal employment opportunity for all 

Bangladeshi citizens. It is the policy of the Company to attract, retain and motivate qualified and 

killed employees within the company. To do this, the Company offers competitive compensation 

package and provides equal opportunity for career development to all employees. It is believed that 

in order to achieve the Company's goal, there must be efficient and high caliber human resources. 

Therefore, the company pays maximum attention and efforts in requiting highly qualified and 

om petent employees who are willing to face challenges in achieving Company's goal. The role of 

HR in respect to attracting, retaining and motivating qualified and skilled employees is enormous. 

The formulation and implementation of a sound employment policy have great impact in the 

fulfil lment of desired objectives. 

*(The Recruitment Criteria OfNCCBL is given in Page-52-53) 
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Guiding Principles 

One thing NCCBL always wants to make sure about hiring employees is quality. So NCCBL has 

some elnployment policies and these employment policies are based on the following guiding 

principles: 

1. Fairness: NCCBL tries to utilize available human resources at its best. The company does not 

discriminate against any job seeker and employee on the basis of race, color, religion, sex, age, 

national origin or any other factor that does not pertain to the individual's ability to do the job. 

Each employee is entitled to fair wages and job opportunities in return for their job, skills, 

commitment, loyalty, personal interest and best efforts. The company applies each employment 

policy in a fair, uniform and consistent manner. 

NCCBL employment policies are strict in the sense that they do not allow any favor, nepotism or 

preferential treatment to anyone. Any sort of interference or attempt of interference during the 

implementation of any step of the hiring process by any quarter is seriously dealt according to the 

Company Policy. 

_. Right person at the right job: The Company tries hard to ensure best match of skills and thus 

:-;>. rui t right and competent persons at the right job at the right time. 

lcient and e ffective: At all stages of recruitment process, all out efforts are given to ensure 

e steps are efficient and effective. 

: ,,:' :ic Planning: With the rapid expansion of NCCBL operation in the Banking service, 

___ -"";:: .:. ;:> HR planning is given due importance. 

~ •• 1. e.hod: The steps and procedures being followed during the course of recruitment, 

ment conform to the standards of the Company. 
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6. Development Focus: Where qualified human resources are not readily available, and even their 

hiring is subject to cost, therefore, NCCBL attempts to develop employees from within. The 

con1pany is committed to develop its Human Resources to achieve the Company's vision and goals 

and will explore and use the available development opportunities. 

FORMAL RECRUITMENT: 

Existing Position: 

Human Resource Division play the main role to determine the total manpower requirement 

of the bank. To meet this, the department collect data from all departments of Head office and 

all branches regarding their requirement of different expert personnel. 

~ Again, different divisions of Head office and branches inform their requirement to HR 

department. 

~ HR Department analyze the collected data and sort out the skill and expenence 

requirement of Manpower. 

~ From the CV Bank, they call the required person for VIVA VOCE. 

~ After the VIVA VOCE the selected personnel follow the same procedure same as to the 

entry level position. 

Entrv Level Position: 

For a new position each Department follows the following procedures: 

.:. Requirement of Manpower of different Department and all branches with justification . 

• :. \Yhen a new position needs to be created, then the HR head will submit a request to BOD for 
pro al with proper justification attaching with a detailed job description. 

C B . NK IJIIVIITED 
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.:. Upon the approval of Board of director, HR recruitment process will begin . 

• :. All new appointments must be accordance with the approved departme!lt budget and must be 
approved by head of HR and the Board of Directors. -

.:. Finally HR Head, MD will decide what types of skills are required 

.:. They will give advertisement in the newspaper. 

C, .' C C BAN K I~ IJ\tII rrEl) 
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in appointment and placement at a glance: 

JOINING PROCESS: 

Prepare employment Agreement 

Handover employment agreement 

Accept joining report 

Ensure joining related formalities 

Open personnel file 

Transfer Order & Placement in 
respective Department 

• Entry Level Officers are given Orientation to know more about the environment & culture ofNCCBL. 

• Next step is "Foundation Training". 

• After Foundation Training, "On the Job Training" are also recommended by the Competent authority. 

B A N K I ... 11VI II'E I) 
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RE CRUITMENT SOURCE: 

RECRUITMENT SOURCE 

Advertisement 

Web Search 

Advertisement 

Internal 
Recruiting 

External 
Recruiting 

After getting the requisition form from the departments, HR then advertises the job into the people. 

There are several types of sources that NCCBL uses for their job advertisement. Such as: 

• Newspaper Advertisement 

Vacancy announced is occasionally circulated by publishing advertisement in the national 

newspapers. The newspapers that are widely circulated are chosen for publishing advertisement. 

Advertisement to be published in the national dailies is attractive. It indicates the position, nature 

of appointment, location, major areas of responsibility, terms & conditions, age limit, minimum 

education level, work experience, job requirements, special requirements. The concerned 

department sends a job description to HR with manpower requisition in a prescribed format. HR 

drafts the advertisement based on job specifications of the position and sends the same to line 

manager for their inputs, if any and confirmation of the advertisement. The public Relation 

Department is responsible for designing and layouts before sending an advertisement to 

e\\'spapers. 

e,,- _ ·CC B\NK LIJvllTED 
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• Career Fairs 

This is a new kind of talent haunt in our country and getting popular day by day. NCCBL 

occasionally participates in the career fairs organized by different universities. NCCBL recently 

took part in a career fair which was organized by American International university Bangladesh. 

• Web Search: 

NCCBL has its own website through which anyone can see the recruitment advertisement of 

the bank and can apply. 

• Internal recruiting 

NCCBL prefer to appoint internal candidates ,who is suitable and qualified for the vacant or new 

position and also meets the existing and future requirements. Appointments may be made by the 

promotion, up gradation or transfer with the approval of the authority. No one is allowed to apply 

for appointment during probationary period. Promoting internal employees on the basis of 

succession planning may also be looked into .. Some times the internal candidates are not 1000/0 

competence for the post. In that case, NCCBL trained them and makes 1000/0 competence for the 

post. 

• External recruiting 

A successful external recruiting effort requires careful planning and coordination. In most medium 

and large organizations, the HR professionals do most of the recruiting. These people may be 

personnel generalists who spend some of their time performing recruitment activities or full-time 

recruiters who specialize in seeking and screening potential new employees. A separate recruiting 

function with at least one full time recruiter tends to exist in organizations that have a continuing 

need to recruit a minimum of fifty to one hundred exempt employees each year. Recruiters may 

make hiring decisions for some lower level jobs, but ordinarily they locate, evaluate and refer the 

most qualified to the Head of different divisions in which the vacancy has occurred. 

Ct ~CC B l\NK LIl\iII rrED 
- ~ ~ c..!J>f'Su '.Q~ ~~r~ <m~~Mf1ltJhs 

30 



.5 Job Analysis 

_ job analysis is a systematic exploration of the activities within a job. This is used to define the 

ies responsibilities and accountabilities of a job. NCCBL has systematic job analysis, which 

:-on i ts of job specification, job description and job evaluation. Recruitment process ideally 

with the analysis of job description and person specification for that job. A job description 

-:- analysis of person specification provide the foundation for stipulating the job title and salary 

::~ of the position. 

Job Description & Job Specification 

_ ~ ""eBl has structured job description, which includes the job title, the duties to be performed, the 

and responsibilities of the jobholder. For example, the duties of the Recruitment & 

Professional are to recruit and select right candidates for the company as per business 

i:;:ication defines the education, training, expenence and competencies required by the 

_:: ~ ~':"". The job specification is vital, because the key part of the job specification, established at 

. g, is used in structured selection interview. 

--..=. _ -": __ ~ ifi cation of NCCBL is mainly prepared by a committee and written in the service rule 

-- B~ . The following information is specified in the job specification. 

r n1illlmUm educational as well as expenence qualification for the post of 

0:::3 er to peon or supportive staff. For example for lateral entry an applicant for the 

\' Officer should have a minimum Master Degree. 

o required qualifications for promotion in a certain post. 
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Job Evaluation 

ompensation package of NCCBL is not fully based on the job ev~luation. At the time of 

;?-3: _ Ii hment analyzing all the characteristics of every post the compensation package has been 

2;?-' "elo ed .But extraordinary performer can get extra bonus or some special benefits. In this 

the jobs with common demands in terms of skills, education and other personal 

teristics are placed in the common compensation group according to the service rule of 

.., 
TR-U:'IING And DEVELOPMENT: 

-::- • .! . - ':.= is the Systemetic process of providing an opportunity to learn KSAs(Knowledge, Skill, 

or current or future jobs. It is the process of teaching employees the skills and 

:e . _ they need to perform their jobs. 

- __ . ~.5 . - not only for the newly recruited employee, but also for the existing personnel of the 

who need to be trained for the enhancement and refreshment of their skill, 

nd ability(KSA) on a continuous basis for the development of the organization. 

provide employee with knowledge and skills to perform more effectively, preparing 

the inevitable changes that occur in their jobs. 

o bridge the gap between theoretical knowledge and knowledge required for the 

- d A nalrsis: 

system begins with a determination of employees training needs. Training 

~ .= .:.:- °t\yeen expected level of performance and actual level of performance. These 

_._ ~ - . erformance deficiency. Once performance deficiencies are identified, the cause 

-:- =. :, :~ed. If the deficiencies are caused by inadequate KSA , then the training 

.,' the need. 
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:-e t\\"o main way to identify training needs are: 

• Task analysis 

• Performance analysis 

~ - analysis is specially suitable to those employees who are quite new in their job. 

?erformance analysis show the performance of the current employees, it also identify if there is 

_ny performance deficiency or not. 

Here are some different situation where training needs arise for both newly recruited and existing 

employees analyzed by NCCBL: 

New recruitment 

Enforcement of new laws and regulation related to banking 

~ Introduction of new product 

~ Enhancement Capacity building 

... Updating refreshment of banking knowledge 

i- Promotion and placement in new desk 

Some Major Training Providers: 

.:. NCCBTI(National Credit And Commerce Bank Training Institute) 

.:. BIBM(Bangladesh Institute of Bank Management) 

.:. BBTA( Bangladesh Bank Training Academy) 

.:. SCB(Standard Chartered Bank) 

.:. D&B(Dun & Bradstreet) 

.:. ICrCr Bank 

.:. SEDF(South East Development Federation) 

c~ NC~C H}\NK IJIl\'IITED 
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Training Institute at NCCBL: 

.-\t the very beginning NCCBL Training Institute was known as NCL Training & Research 

Institute(NCLTR). In the year 1993 NCL emerged in the NCC Bank Limited and in accordance 

\\·i th that NCL TRI renamed with NCC Bank Training & Research Institute(NCCBTRI) . 

. CCBTRI used to operate their training at Green road in 1994 with the objective to train up their 

internal human resource. Afterwards with the introduction of Human Resource Division in Head 

Office, NCCBTRI again remained with NCC Bank Training Institute and started its journey in 

January 2002 at the fourth floor of Head Office. Due to space constraints NCCBTI was shifted to 

\ CC Bank Bhaban 13/ 1-2 , Toyenbee Circular Road from Head Office. Now NCCBTI shifted at 

the lOth floor of Peoples Insurance Company Ltd Bhaban ,36 Dilkusha Cf A Dhaka. 

FUlIctions ofN CCBTI: 

~ Institute has implemented need based training Program and trained the officials of the 

addition to foundation training course for the junior / Assistant officer and newly 

recruited officer and newly recruited probationary officer, Training institute conducts several 

\ orkshops on particular issue to develop competency skills of the officers. 

Training Techniques followed by NCCBL: 

Analyzing the training needs NCCBTI identifies the training techniques for the newly recruited 

and existing employees of NCCBL. Training and development methods used by most of the 

organization can be two types: 

• On the job Training 

• Off the job training 

C B :\ NK IJl l\tII "r E l) 
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90n the Job Training: 

nder this training an employee is put on- the-job and trained to perform thesaid job there by 

helping the employee to acquire the skill for performing the said job in future. 

In this method the bank places the newly recruited employee in actual work situation and develop 

their productivity. Apprenticeship, job rotation and special assignment are different forms of such 

training program. On the job training can also be called apprenticeship program where the trainee 

or the probationary officer put under the supervision of senior officers, 

.:. Off the Job Training: 

Training institution of NCCBL applies off the job training for their newly recruited and existing 

officers. Under this approach Lecture method is commonly used. Lecture focus on understanding 

rather than emiching knowledge and skills through reading assignments and experience. This 

kind of training is given based on the necessity like enforcement of new laws and regulation, 

introduction of new product ,etc. Sometimes off the job training is given to update the knowledge 

and to get promoted in a new post. New employees are given orientation course and foundation 

course. 

Training institute of NCCBL uses many other techniques under this method like conference, 

demonstration, case studies, programmed instruction and computer based training along with 

classroom lecture. 

Training plan 0(2007: 

To develop the human resource for achieving organizational goal NCCBTI has prepared a plan for 

the 2007 

~ Through implementing the proposed training program in the year 2007, competency skills of 

human resources of NCCBL will be increased in the areas of banking knowledge, law, 

e .... . ' C C BAN K [.Il.\'ll rrF2D 
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ractice & procedure and marketing of products, with a aim to acquire competitive advantage 

in all the sectors of the banks. 

Beside proposed training program' Need based' training course / workshop will be arranged 

s directed by the management of time to time. 

T raining program will be arranged from regulatory compliance against enforces new banking 

I \\"s or Bangladesh Bank guidelines/ circular. 

Computer training ( 1) Basic computer training 2) Banking application Software/customized 

-ofu\-are) will be arraged. 

... orne training courses/workshop will be arranged In the area office , chittagong for the 

executives and officers as per authority decision. 

3.9 PERFORMANCE MANAGEMENT: 

Performance management is the integration of performance appraisal systems with broader 

human resource system as a means of aligning employees work behaviors with the organizational 

goals. 

Performance Appraisal: 

Performance appraisal is the part of the performance assessment and management process in 

which an employees contribution to the organization during a specific period of time is assessed. 

Performance feedback let employees know how well they have performed in comparison with the 

standard of the organization. Delivering and receiving performance feedback can be an 

emotionally laden process that dramatically affects employees attitude toward the organization 

and themselves. If used effectively performance assessment can improve employee motivation and 

performance. 

Performance Appraisal in NCCBL: 

~ CCBL employees performance is assessed annually which they called "Annual Confidential 

:K ort(ACR). supervisors notice and observe the performance of their subordinates and make 

ents on a good or poor performance. It's a formal method. Most of banks do ACR annually. 

. ' C B -\ N K l .. I!\,IIrrE I) 
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rured annual performance review, in which a supervisor assesses each employees 

using some official. Assessment procedure. 

T. p of performance to measure: 

ed performance is assessed in NCCBL. It means performance is assessed based on the 

-. This approaches deals with bottom-line issues like, to what extent an employee can fulfill 

arget, are they able to fill up their deposit target or not, how much profit the employee 

ght into the organization during a year. 

]Jetlzods o(per{ormance appraisal: 

- ional Credit & Commerce Bank(NCCBL) uses graphic rating scale which is widely applied 

. luation technique. The rater evaluate an employee on each of several performance dimensions 

using a range made up of clearly defined scale points. The rating dimensions is based on behavior, 

responsibility, and on a careful job analysis. 

In the graphic rating scale method , a rater describe an employee as falling at 5 point on a 

performance scale, such as, poor, average, good, very good, excellent. The scale point is assigned 

coree ranging for 5 points for excellent to 1 for poor). Total score for an employee can be 

computed by summing the rating across all dimensions rated. 

*(A sample of ACR is given in Annexure, Page-65-70) 

Rater o(employee Performance: 

In NCCBL supervisors provide subjective ratings of employee performance. 

Performance Evaluation: 

At the end of each year, EVP HRD initiates the performance evaluation of company's personnel. 

Accordingly performance evaluation forms of personnel are sent to the concerned department 

Heads. In addition, the improvement areas and the corresponding training requirements, if any, for 

next year are also identified. The evaluation forms duly filled are sent back to the HR department. 

c~ Nee: HA NK L ·I]'\l1 rI'E I) 
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. ncipal Officer/ A VP HRD complies the training requirements identified in the evaluation forms 

prepare a requirement for the NCC Bank training institute where the principal prepare the 

- tati \,e annual plan. The training plan is thoroughly reviewed by concerned functional Head and 

roved by chairman / Managing Director. 

3.1 0 Service Rule Of National Credit & Commerce Bank Ltd: 

Service Rule is the main document of any organization. The Service Rule of National Credit& 

Commerce Bank Limited was introduced in 1998. The rules must be followed to take decision 

regarding various issues related to personnel, administrative or operational matters. Every .~ 

employee of the organization must follow the rules & regulation of the service rule concernIng 

any matter like leave, retirement etc. 

Comparision Between Bangladesh Labor Act & Service Rule ofNCCBL: 

I have given emphasis on three chapters of the service rule of NCCBL to compare with 

Bangladesh Labor Act 2006. Those I three chapters are: 

• Transfer and Separation 

• General Condition of Service(pay scale) 

• Leave Rules 

l.Transfer and Separation: 

In transfer and separation Chapter there are three terms 

.:. Transfer 

.:. Resignation 

.:. Termination 

e~ ~CCBANK Ll]\'IIrrEI) 
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a e of transfer and resignation there is no specific act ,so it can't be compared with Bd labor 

X(The rule of Transfer & Separation ofNCCBL is given in page-59-61) 

,. Termination: 

Bangidesh Labor Act 2006 

'Clennanent employee: 
~ ployer have to give four months written notice. 

-;- \'ithout notice than on payment of 120 days or 
:our months basic pay . 

Probati onary/Temporary Employee: 
Employer have to give one months written notice. 
:- without notice than ,payment will be 

I Service Rule Of NCCBL 

Permanent employee: 
Employee can be terminated ,without 
assigning any reason by giving 90 days or 3 
months notice in writing. 
Payment will be three months or 90 days basic 
pay. 

Probationary/Temporary Employee: 
Competent authority can terminate without 
assigning any reason or by giving 1 months 
written notice. 
Payment will be 1 months basic pay. 

Remarks: Here we can see the service rule ofNCCBL is quite restricted in terms of 
erm ination of their permanent employee. In BD Labor act permanent employee is given 

-+ months notice before termination but NCCBL only gives 3months notice and 3 
months pay which is disappointing compared to Bangladesh labor act. 

_.General Conditions of Service: 

Pay Scale: Pay scale means the scale of pay which is drawn by an employee in every month. 

Pay scale of NCCBL is revised time to time and Board of Director approved the pay scale. The 

Pay Scale of NCCBL is quite satisfactory according to their existing employee. 

*(Rule of General condition of Service ofNCCBL are given in page-62-63) 

Employee Benefit And Facility: 

National Credit and Commerce Bank Limited believes in providing efficient customer service as 

well as sufficient benefits to the emplyees to the employees at their satisfaction. The benefits and 

facilities provided by the bank to its employees are as follows: 

c,-. ~ C C: HANK l.;Ii\ill'l~E I) 
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ployees of the Bank including the probationary officers are entitled to two festival 

. e occasion of Eid-ul-Azha worth of one month's basic pay irrespective of their date 

- - - :: ar: religion. Moreover the Baard at \t~ d\~c!et\an ma)f ~anct\\)n lncentl"Ve Bonw::,es 1rOID 

- -: ~- :~ : e rned by the Bank. However, employees who are dismissed from his service are not 

_ =_ -" ~ :0 get any bonus. 

Pro,ident Fund: 

rrOVIQent 'funa "IS tile servIce benefIt which allows regular employees or the Bank to save 100/0 of 

their basic salary in every month,. The Bank also contributes an equal amount in this fund as the 

mployees to amass an attractive sum. Every confirmed and fresh employee will be entitled to 

bank's contribution to Provident Fund benefit after completion of 5 years of service in Bank and 

he benefit will be paid to him or her on retirement. Conversely, experienced employees are 

entitled to the Bank's contribution of Provident fund on joining Employees recruited on contract 

basis are not entitled to Provident Fund. 

Gratuity: 

This is a benefit scheme of the employees of National Credit and Commerce Bank 

Limited for their security after they leave the institution on retirement or otherwise. The Board of 

Directors of National Credit has framed the "Gratuity Rules" and Commerce Bank Limited in 

exercise of powers under article 128 of the Articles of Association of the company. The Board is 

authorized to amend of modify the Gratuity Rules. 

The Bank offers this benefit to the fresh employees who have completed a minimum period of 4 

years of service without any discontinuation. They are entitled to two months' basic salary for each 

completed year of service to be calculated on last pay drawn from the Bank. The employees on 

lateral entry will also be entitled to gratuity benefits for the year of their services rendered to the 

Bank in the event of normal retirement or relinquishment of service after completion of 5 years. 

~c~ N(~(: nANK 1--Ill'vIITEI) 
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e enefits paid to the nominee or heir in case of the death of the employee. However employees 

.\ i h the following characteristics are not entitled to this benefit: 

r Employees, who are dismissed from the service of Bank on account of nay 

r Misconduct, breach of discipline and serious negligence of duties. 

r Employees who resign or discontinue the service without permission. 

r Employees appointed on contract basis. 

,. Employees on deputation from other organizations. 

-, Employees engaged on daily, weekly or monthly wages basis for any specified work . 

. Leave Rules: 

-( Lea e rules of NCCBL is in Annexure, Page no-54-58) 

3angladesh Labor Act 2006 Service Rule OfNCCBL 

r Earned Leave is 20 Days with pay ~ Earned Leave is 30 days with full basic pay. 

r Casual Leave is 10 days ~ Casual Leave in NCCBL is also 10 days. 

r Festival Leave is 11 Days ~ There is no specific Festival Leave in NCCBL. 

..,. Medical Leave is 14 days. ~ Medical leave is Maximum 14 Days in NCCBL 

r Maternity Leave is 120days or 4 months. ~ Maternity Leave is only 60 days or 2 months. 

..,. There is no specific act for quarantine leave in ~ Quarantine Leave is maximum 10 to 15 days. 
labor act. 

~ Hajj/Pilgrimage leave is 30 days. 
r There is no specific leave provision for Hajji 

Pilgrimage Leave in Bangladesh Labor Act. ~ Maximum period of study leave is 2 years. 

Remark: 

CCBL have tried to follow the Bangladesh Labor Act 2006 in their Service Rule, but in case of 
Maternity Leave they restrict it to 2 month which is not sufficient. 

Some special leave is given to the employees ofNCCBL which are not included in the service rule 

of NCCBL. Those leaves are: 

c~ ~ (~ C: n i\ NK l .. ll\ill'I'F~ I) 
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• Quarantine Leave 

• Hajj Pilgrimage Leave 

• Study Leave 

• A .. dvance Leave 

.11 Hu man Resource Development 

Conduct Training Need Assessment 

Prepare Training Calendar for the Company 

Revise and conduct New Employee Orientation programs 

Organize and conduct In-house training programs 

Organize tailored made programs, arrange training in the local and foreign institutions 

\laintain and update Training Database 

Prepare reports, training agreement and record keeping of all training and employee development 

initiatives 

Evaluate the effectiveness of orientation/training programs 

3.12 Career Development: 

Career development essentially means the process of increasing an employee ' s potential for 

advancement and career change. In other words, it is a process of planning the series of possible 

jobs which an individual may hold in the organization overtime and developing strategies 

designed to provide necessary job skills as the opportunity arises. Therefore , career 

development relates to the readiness for progression through a series of positions during a 

individuals working life. 

Career Development in NCCBL: 

Career development is a systematic process of guiding the movement of human resources of an 

organization through different hierarchical positions. 

42 



Cr- 3L ro ide career development opportunities to its employees. Redeploying the manpower 

roper training in restructured job is one of the important priorities for the NCCBL. But 

e with matching skill and knowledge now find them in better bargaining position due to 

job mobility. 

~ ~ r er deve lopment process ensures promotion of employees from one career path to another. 

-;dbJe career path in HRD Of NCCBL: 

Managing Director 

Executive Vice President 

Senior Vice President 

Vice President 

Senior Assistant Vice President 

Assistant Vice President 

Senior Principal Officer 

Principal Officer 

t 
Senior Officer 

t 
Officer 

t 
Junior Officer 

Assistant Officer 

- ~ C B :\NK l.fll\'11'1~E~-------------' 
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FINDINGS & SUGGESTION 
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Findings 

::. ings Strengths and weaknesses are the micro environmental factors" influencing a business 

are within the organization. Opportunities and threats are the micro environmental factors 

uence all the firms in the industry. This is a very important tool for a company in order to 

.:e: :mine the present standpoint of the company. 

~ .1 SWOT Analysis Of Human Resource Division of NCCBL: 

TRENGTH 

Competence. 

Goal - oriented. 

Learning and sharing. 

-t. Commitment. 

5. High energy. 

6. Good working environment. 

7. Experienced bankers and corporate personnel have formed the management of the bank, which 

formulates business strategies. 

8. Good peer relation 

WEAKNESS 

1. Scarce resources. 

2. Can simplify processes. 

3. Lack of good career Management Process 

4. HRIS (Human Resource Information System) is not established. 

5. Lack of proper Infrastructure. 

6. No substantive use of annual confidential Report to reward or to punish employee 

7. Compared to its competitors the Human resource does traditional activities. 

~c~ N (~ C~ n }'\NK IJll\ill rrED 
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OPPORTUNITY 

Grow as an HR professional. 

Attract and retain good talents. 

_. Simplify the processes. 

- Automate HR processes. 

Company growth will dictate HR growth. 

6. Establishment of proper HRIS(Human resource information system) 

THREATS: 

1. More competitors are coming. 

2. Loss of competent employees. 

3. Failing to match the HR capacity inline with company growth. 

~c". N(~ C: Il A NK I .. I.:[\iII'TE 1) 
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4.2 RECOMMENDATION: 

ssed about the human resource management practice all through my report, which 

__ .::~~ :-c rui tment & selection, job analysis, job evaluation, training & development, career 

. performance appraisal etc. Although the HRM practice of Human Resource 

uite acceptable but they are not maintaining standardized human resource practices. 

:;-= -: -~ -orne suggestions I think which can help to the HR Division of NCCBL to utilize its 

ree for the growth and development of Bank. 

rmance Appraisal Method can be 180 Degree, through which both supervIsor and 

'inate can evaluate each others performance which is a very important for the 

ment of HR Division. 

tion of the Training Institute 

Ii hment of Proper Human resource Information System ,by which all information of 

ronnel can be easily find out. 

i\c ' .. . -:"nl·"'nance of Required competence / Skill level Matrix. 

g of Yearly Training plan 

nance of a Training Record 

:::> a orientation Training Form. 

c,-- N(~ C Ui\NK IJll\,iIITED 
~ c . c ~. (~~f\Sv t;Q.\; ~~l:;f ~~. ~fiit~~ ·~ 

47 



TRAINING PLAN 

Department/ 
Function/ 
Individual 

_ fr. X 

- . 

Re\'iewed By: 

Period: Jan-June 
Date: 31-12-2007 

Policies & 
Orientation Procedures 

Train Date Train Date 
er er 

ASM 12/ 12/0 12112/ 
6 06 

. .. 1--

.. _ .. 

C BAN K LI 1VIl rrEI) 
~ :~G'G I!l~ ~ ~.~~ lif~fJj<s 

Sheet: 1 of 12 

Training Topics 

Work Procedures 
Document and 
Data control 

T rain D ate Train D ate 
er er 

12112/0 12/ 12/0 
6 6 

.---f-. 

Approved By: 

Correcti ve and 
Preventive ac tion 

T rain Date T rain Date 
er er 

12/ 12/0 12-12-06 
6 

..-1-----.-
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, 

TRAINING RECORD 

Employee Name _____________ _ 

Employee ID No. _______ _ 

Department I Section ___________ _ 
esignation Sheet No. 

cope of Assess Training Confirmation of Post Assessed Comment 

T rai ning ment Conducted Training By s 

~qui red (Title) Datel Training Assessme 
Sign. nt. 

Received CINC ** 

* 
Date By Date Verified 

By 

entatlOn 12/12/0 121121 ASM 12/121 C HOD 
6 06 06 HRD 

?oli ies & 
? 0 edures 

.\' ork Procedures 

Do ument 
Contro l 

Place copies of any certificates/diplomas/degree in employee's personnel file. 
x* Rendered Tra ining is to be assessed by the controlled chief & be marked as 'completed ' or 'not 

B ~\ T K LIIVII rI'ED 
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Conclusion 

uman resource division plays a very vital role for total performance oJ the organization. The 

.';orld is very competitive in this new millennium. Every organization getting the edge of using 

-e hnology. In this position Human resource is the thing which can make the difference. In this 

. per I have tried to analyze the position of human resource division of NCCBL from different 

'" oint of view. Being analyzed I have made some suggestions. Performance Appraisal Method of 

_ -CCBL can be 180 Degree, through which both supervisor and subordinate can evaluate each 

others performance which is a very important for the development of HR Division. Evaluation of 

he Training Institute. They can Establishment Proper Human resource Information System ,by 

\"hich all information of any personnel can be easily find out. Required competence/Skill level 

\latrix should be maintained. They should make Yearly Training plan. Training Record of all the 

employees should also be properly updated. 

"( BAN K IJIJ\ '11TED 
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ANNEXURE 
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-tf 
Ne e Ban k NATIONAL CREDIT AND COMMERCE BANK LTD. 

HUMAN RESOURCE DIVISION, HEAD OFFICE, DlIAKA 

RECRUITMENT CRITERIA 

- Probationary Officer 1. Master Degree 
2. Division/Class to be decided by the 

Competent Authority 

- Junior Officer (Gen)/ Asstt. 1. Master Degree 
Offi cer (Gen) 2. Division/Class to be decided by the 

Competent Authority 
'- . Junior Officer (Cash)/ Asstt. Graduation 

Officer( Cash/Type/ Godown/ 
Data Processing/P A/Steno/ 
Telephone/Telex) 

'- . Electrician S.S.C./H.S.C. with ABC Supervisory 
I License. 

53 
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-ff 
NCC Ba n k NATIONAL CREDIT AND COMMERCE BANK LTD. 

HUMAN RESOURCE DIVISION, HEAD OFFICE, DHAKA 

RECRUITMENT OF PROBATIONARY OFFICERS 

~ \-ersion to commercial bank in 1993, the 15t batch of probationary officers were recruited in 
. ing application through advertisement in national dailies and holding written test and viva
ere after up to 1997, 3 batches of Probationary Officers were appointed under directors' 
skipping public advertisement and in 1998 some officers were also appointed following 

rocedure. However from 1999 onward, Probationary Officers both Gr-I & II are being 
through participating in Job Fair of the institutions like BIBM and inviting application 

-: _=- advertisements in the national dailies and proper interview (written/viva-voce) respectively 
_=: :ollowing criteria: 

: MBM from BIBM/Master or MBA from Public University 
having four 15t Class/Division 

: a) MBA/Master degree (or MBA from public university) 
CGPA-3.001 two 15t Div.lNo third Div. 

b) BBA of IBA (Dhaka University), NSU, IUB & EWU with 
CGPA-3 .00 and others CGPA-3.S0 

:.. _-= : Not over 30 years 

: Computer literate. 

c~ ~ CC BAN K l .. l l'vll rrEI) 
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CHAPTER-5 

LEAVE RULES 

.: . LEA \ ~ RULES & REGULATIONS: 
:: -:- il o\\"ing Leave Rules and Regulations shall be followed by NCC Bank Ltd. These rules shall be followed 

. ~ -- -- n thout any exceptions and any deviation shall be reported to Board/Committee promptly for necessary 
-:'- :-::l. ion & consideration, as the case may be. 

IMPORTANT ISSUES RELATING TO LEAVE: 

Leave cannnot be claimed as a matter of right. Leave has to be earned by duty only. 

( I The period spent on deputation and on tour shall be counted as duty. 

III Leave application shall be addressed to the competent authority and it must be submitted through 
proper channel. No employee shall be allowed any leave unless the leave application is forwarded 
timely to the leave sanctioning authority. 

iv) The competent authority shall have the right to refuse leave/grant leave for a shorter period than 
applied for and revoke leave and recall the employee before the expiry of his/her leave. 

\-) All employees must resume duties on the expiry of leave initially granted or as subsequently 
curtailed or extended. Overstay may entail punishment including dismissal from service. 

(\"i) Employees on leave shall not accept any employment or any office of profit. 

(\ ii) Before proceeding on leave, charges shall be handed over to another employee as directed by 
competent authority. 

(\ iii ) An employee on leave of any description shall, unless otherwise instructed, report in writing his/her 
retun1 to duty to hislher immediate superior of the place wherefrom he/she proceeded on leave. 

(ix) An employee who was granted leave on medical ground exceeding 7 (seven) days must accompany 
a fitness certificate from competent medical authority on return to his/her duty. 

(x) FestivallPublic/Weekly holiday(s) falling within the medical or earned leave shall be treated as 
medical or earn leave as the case may be and in that case holiday will be lost to the employee. 

(x.i Frequent leave on piece meal basis shall be discouraged. 

_- 1 If any employee in violation of the condition laid down in Rule above simply files the leave 
application and proceed on leave he/she shall remain absent and the period of such absence shall be 
treated as unauthorized absence and he/she shall remain liable to disciplinary action for that 
absence. 

. C C B -\ N K 1 ... 11\'1 I]~ ED 
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Before proceeding on leave Branch Managers and Deputy Managers must inform Head Office 
about their intention well ahead irrespective of period and nature of leave. However, in case of 
exigencies/illness this rule may be relaxed at the discretion of the competent authority. 

LEA VE SANCTIONING AUTHORITY: 

Delegation of administrative power for sanction 

of leave in terms of employees leave rule rules. 

Leave sanctioning Authority Category of Executive/ 
o. Officer/Employee in 

whose favour leave will 
be sanctioned 

Managing Director 

Deputy Managing Director/ 
Sr. Executive Vice President 
(HRD) 

Executive Vice President/ 
Sr. Vice President (HRD) 

oye as 

Executives in the rank of 
SVP & above including 
Divisional! Departmental 
Incharge/ Heads at Head 
Office, Branch-in-Charge 

Executives in the rank 
A VP & above, Deputy 
Manager and Keyholders 
except Divisional! 
Department Heads at 
Head Office. 

Sr. Principal Officer and 
below ranking employees 
of BrancheslHead Office. 

All employees. 

Types and period of Leave 

(i)All types of leave. 
(ii)Study Leave/Pilgrimage 
or Hajj Leave/Special 
Disability Leave/ Any 
Leave placed for approval 
as deemed fit by the 
Management. 
(iii) Ex-Bangladesh Leave 
or/and any leave 
irrespective of type 
exceeding 30 (thirty) days. 

All types of leave except 
Ex-Bangladesh Leave 
or/and the leave does not 
exceed 30 (thirty) days. 

All types of leave except 
Ex-Bangladesh Leave 
or/and the leave does not 

exceed 15 (fifteen) days . 
Casual Leave under 
intimation to HRD as per 
rules. 

All employees in the Area Casual Leave as per rules. 
except Branch Incharge 
and Executives in the rank 
of A VP and above. 

All employees 111 the Casual Leave as per rules. 
Branch except those 
~C\l<i'J1_~ ~~'-l,.~ ~~d. 

c~ ~ C C: HA NK IJ 1l\tllrrED 
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executives from AVP to 
above and Deputy 
Manager. 
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'= -. ~oyee shall be entitled to Earned Leave on full basic pay at a rate of 30 days for e~h calendar year. 

. -:-.'" leave shall be credited to the employees' leave account on the first day of each English Calendar year 
the first January every year. A maximum of 90 (ninety) days Earned Leave can be accumulated. Balance 

- 24~ e credited to Special Leave account which may be utilised for medical treatment or any other exigencies 
~-: . ay, if deemed proper by the management on the merit of the individual case. An employee can take 

urn one month's earned leave at a time. 

ASUAL LEAVE: 

(1 Casual leave means a leave of absence for a very short period granted to an elnployee who may be 
unable to attend duty during such period due to sudden illness or urgent private affairs. 

ii) Such leave is treated as duty for all purposes. 

iii) An employee will be entitled to enjoy Casual leave to a maximum of 10 (ten) days in a calendar 
year with full pay. Maximum 03 (three) days Casual leave can be taken at a time. If extended 
further, the entire leave period shall be treated and converted into Earned leave and accordingly the 
concerned officers' accounts shall be debited. 

(iv) Casual Leave shall not be cumulative and may only be availed of during the calendar year to which 
it relates. The unspent period of Casual Leave not availed of during a calendar year, shall lapse on 
the 31 st December of the year. 

(v) Casual Leave can be combined with weekly or public holidays, either suffixed or prefixed but not 
with both. 

(vi) Casual Leave can not be taken in combination with any other leave as well as with joining time. 

(vii) Casual Leave granted in one spell may cover two calendar years, provided that the maximum limit 
03 (three) days for such leave in one spell does not exceed the limit and the period falling on one 
month of December is covered by the balance of the credit during that year and the rest is to be 
debited against the account of Casual Leave for the following year. 

viii) Willful extension of Casual Leave without sufficient reason to justify the same may be considered 
as misconduct for the purpose of these regulations. 

23. QUARANTINE LEAVE: 
Quarantine Leave may be granted by the competent authority not to attend the office for a period of 10 (ten) to 
maximum 15 (fifteen) days on the recommendation of a qualified medical officer in case of attack by Cholera, 
Small Pox, Plague, Diphtheria, Typhoid Fever, Measles, Mumps Cerebra-Spinal Meningitis, Chicken Pox, 
Jaundice, Tuberculosis, etc. and any other diseases specially declared by the physician as seriously contagious. 
This leave will be with full pay. 

:..! .. ITDICAL LEAVE: 
o\\"ing issues relating to medical leave should be taken into consideration while sanctioning such leave. 

An employee shall be entitled to enjoy medical leave upto a maximum of 14 (fourteen) days only in 
a Calendar year. 

C BAN K L1IVll r rED 
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I 

uch leave can be availed only on medical grounds and on production of medical certificate from a 
registered and recognized medical practitioner acceptable to the Bank. 

Medical leave shall be credited to the employees leave account on the first day of each English 
Calendar year, i.e. on the first January every year. 

\. Medical leave may be taken in continuation of and in combination with holidays including weekly 
:: "' ::c. _ -. In cases where any weekly holiday intervenes Medical leave, the entire period (including 
-~_'.:~::~~) shall be treated as Medical leave. 

al leave may be taken in combination with any other leave excepting Casual leave. 

~ anctioning authority of medical leave is delegated to those authority who have been 
-'3 • • pO\\ ered to sanction Casual Leave, Medical leave sanctioned by the Branch In-Charge shall be 
=- uired to be reported to Head Office, Human Resources Division. 

1---\L KINDS OF LEAVE: 

Leave Without Pay: If an employee has exhausted his/her Earned and Casual leave, the Managing 
~ :~ -= =c e ial cases and for genuine reasons may allow leave without pay . 

. - rnjty Leave: 
=-=-<"' employees who has completed two years service in the Bank shall be entitled to Maternity Leave as 

to 60 days inclusive of pre-natal & post-natal with full pay. 

is leave shall not be debited/adjusted with other leave 

~::) :\1aximum twice may be availed during the employment period of the employee. 

Pilgrimage/Haii leave: An employee after rendering minimum 10 years service in the bank may be 
.;e Hajj leave 30 (thirty) days to perform holy Hajj only once in the entire service period. 

Study Leave: Study Leave may be allowed to an employee as without pay at the discretion of the 
_ 12- gement to enable him/her to undertake study on Banking/Business related subject(s) or training courses, 
-:::. or a maximum period of 2 years provided the concerned employee has rendered minimum 5 years service 

Bank. The employee shall however enjoy service continuity and the leave period shall be counted towards 
~;:~ iority. 

. r: e empIoyee availing such leave must undertake to serve the bank for a minimum period of 5 years on 
-0 pletion of the same. 

"\ nee Leave; Under speciaJ circumstances, management at its discretion may allow Advance Leave uvto 
::-' _"' mum 30 days to any elnployee including probationers if the applicant has no Earned Leave due in his/her 

i . subject to adjustment of the same from the Earned Leave to be accumulated in hislher credit in 
:: _ - quent years, 

.. ) Criteria for Leave Without Pay: Leave Without Pay/Half Pay: 

C B AN K IJIJ\lIITEI) 
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: _ aximum 3 months Leave Without or with half pay may be granted to an employee as an administrative 
~ -ure and also in special circumstances where no other leave is admissible under these rules. In cases of 
::::se Without Pay only 50 % (fifty percent) of utility benefits will be allowed and in cases of leave with half 
.;.::. -0% of allowances including utilities, house maintenance, car maintenance, etc. sfiall be paid. 

~ )l otwithstanding anything to the contrary the authority empowered to grant leave may commute 
:: ospectively the period of absence without leave into leave with or without pay. 

- For allowing leave to the contractual employees Bank's leave rules shall apply . 

.. . CONSIDERATION FOR GRANTING LEAVE: 
ea e policy shall be implemented in a phased manner so that there is no rush for going on leave at a time on 

J rt icular occasion adversely affecting the operations of the Bank. While granting leave the competent authority 
.L consider the spareability of the particular employee. 

_ . OTHER IMPORTANT ISSUES RELATING TO LEAVE: 
i) Probationers and casual employees of the Bank will be allowed Medical leave and Casual leave 

only. 

ii) An employee may be granted leave without pay during the period of suspension. But it will be 
treated as leave with full pay (subsistence allowance will be adjusted) if he/she is honorably 
acquitted. However, during the suspension period he/she will get subsistence allowance to be 
decided by the Managing Director. 

!8. ACCIDENT: 
i) If an en1ployee while on duty sustains injury by an accident and becomes temporarily disabled to 

discharge hislher normal duty, he/she can claim extraordinary leave with full pay. 

ii) The Bank shall maintain a Leave RegisterlRecord for keeping the leave account of each employee. 

iii) All concerned are advised to follow the leave rules and regulations meticulously. 

UI exception 111 connection with leave must be referred to Human Resources Division, Head Office for 
.e 1S10n . 

c.,- _. C C B J\ N K I...I.Ml rrED 
~ (-!J>f,sU IQ~ ~ 7fl1t.~ ~fi1tu'.i 

59 



CHAPTER-3 

TRANSFER AND SEPARATION 

_. TR-\" ~SFER: 

The service of the Bank is transferable and an employee may be transferred to any Branch/Office of the 

Bank anywhere in Bangladesh/Abroad in the interest of the Bank. 

Usually transfer of any employee may take place on completion of 3 years service in any 
BranchlDepartment, however, Management may transfer any employee earlier, if deemed proper which 
shall be binding on the concerned officer/reporting officer. 

In case of Inter District transfer, transit leave will be maximum for 05 (five) days from the date of 
release from the Branch fr0111 which the officer/employee is released, overstay beyond this period shall 
be treated as unauthorised absence and therefore subjected to disciplinary action. 

13. RESIGNATION: 

An employee intending to resign from the services of the Bank shall serve three months' prior notice in 
writing to the competent authority through proper channel disclosing his intention to resign. The 
employee may, however, pay the Bank an amount equivalent to his three months' substantive pay in 
lieu of notice period. 

An employee shall retun1 books and other properties, if any, of the Bank and make over charge of office 
to an Officer authorised in this behalf before his resignation takes effect. 

o employee against whom a disciplinary action has been started shall resign from the service of the 
Bank unless that the Board/Board Committee/Component Authority allow such an employee to resign 
on such tenns and conditions, as it may deem fit. 

T The payment oftlle amount in lieu of notice by an employee under Sub-Rule (i) may be waived by the 
competent authority in special cases. 

L~. TERMINATION: 

The service of a probationer or a temporary employee shall be liable to termination by the competent 
thority without assigning any reason after giving him one month's notice in writing or on payment of 

o e month' s basic pay including dearness allowances (if any) in lieu of such notice and the 

C BAN K IJll\'llrrEI) 
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probationer/temporary employee shall not be entitled to any form of compensation for termination of 
servIce. 
The competent authority Inay terminate the services of a confirmed employee or call upon him to resign 
without assigning any reason, by giving him three months' notice in writing or on payment of three 
month 's basic pay in lieu of such notice and the employee shall be entitled to compensation for 
ten11ination of service at the rate of one month's basic pay for each completed year of confirmed 
serVIce. 

'1 The Bank shall have the right to remove, dismiss or retire from service of any of its employees as a 
disciplinary measure or on medical ground and in such cases, the provision of Sub-Rule (i) and (ii) shall 
not apply. 

15. RETIREMENT: 

Conditions of retirement: 

Every employee shall retire from service. 

a) On completion of 60(sixty) years of age. 
b) An employee may retire voluntarily after completion of 25 years of banking service including in NCCBL. 

The Management may also give Retirement to any employee if he or she has completed 25 years banking 
service including in NCCBL. 

ii) Extension of service: 

Board may, however, allow extension of services beyond the age limit to any employee as may deem fit. 

Provided further that the services of any employee who is retained in the service beyond the age of 

Superannuation may be terminated on 3 months' notice on either side or upon payment of 3 months' salary in 

lieu thereof and such termination shall be deemed to be removal or dismissal. 

(i ii) Benefits under normal Retirement: On retirement an employee shall be entitled to following benefits: 
(a) Encashment of maximum 03 (three) months unavailed Earned Leave credited to his/her a/c, payable @ last 

Basic Pay drawn by him/her. 
(b) Gratuity as per rule. 
(c) Both contribution ofP.F. 
(d) Transport and Telephone on Bank's account shall continue for maximum 03 (three) months after retirement 
and thereafter the employee shall surrender the Car and Telephone to the Bank, subject to discretion of the 
Management in case of normal retirement. 

C BANK LIJ'VIITEI) 
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= HBL shall continue as per SHBL Scheme as per existing terms, if the employee desires. Bank must also be 
_ :::: - led with the security value and conduct of the Account. As regards the interest rate of SHBL, the same 
- cot :; be decided separately as and when SHBL Scheme of the Bank would be revised. 
:' ~uperannuation benefit as per approved Scheme. ~ 
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CHAPTER·4 

GENERAL CONDITIONS OF SERVICE 

6. SCALE OF PAY, ETC. 

The scale of pay and allowances for the employees shall be determined by the Board from time to time. 
Existing salary structure, however, shall continue to be in force until it is revised by the Board. 

The initial pay of an employee on first appointment by direct recruitment to a post shall, unless 
otherwise decided by the Board/Board Committee in any particular case, be the minimum of the scale 
of pay laid down for the post; 

Provided that the Board/Board Committee may appoint a person with such number of advance 
increment(s) as it may determine in recognition of his experience and higher qualification. 

1 . INITIAL PAY ON PROMOTION: 

The initial pay of an employee promoted to a higher post shall be fixed at the minimum of the scale of the 

i gher post; Provided that if his pay in the lower post is equal to or higher than the minimum in the scale of the 

igher post to which he is promoted, his pay in the higher post shall be fixed at a next stage above his pay in the 

ower post. 

18. INCREMENT: 

~ I Annual Increment shall be effective on January of each year. 

• 
• 

A newly joined/confirmed/promoted employee completing minimum 6 months confirmed service with 
the Bank as on 31 st December may be entitled to Annual Increment. 

Usually an employee will be entitled to one Increment annually unless it is withheld/forfeited by the 
competent authority for unsatisfactory performance/as a measure of punishment. 

In case of extra ordinary performance, Management may sanction special increment(s) to an employee. 

Increment will not be allowed to the employees under suspension/disciplinary action . 

~ . JOI:\ING TIME: 

e joining time admissible to an employee whose transfer does not involve change of station is one 
~2 . · anI , a holiday counting as a day for this purpose. 

.. ' K LI tvlIrrEI) 
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~ :' e case of transfer involving change of station, a period of 05 (five) days shall be allowed, 

?:-o\-i ded further that in the interest of the Bank the said usual joining time [as enumerated above in 
- ..:b-Rule (i) and (ii)] may be reduced or extended at the discretion of the competent authority. 

-ff 
N C C Bank NATIONAL CREDIT AND COMMERCE BANK LTD. 
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NAME OF BRANCH/DIVISION .................................................. . 

-.. CE APPRAISAL FOR EXECUTIVE/OFFICER/STAFF (OTHER THAN MANAGER) FOR THE YEAR ENDING 

(PART 'A' TO BE FILLED IN BY THE EMPLOYEE) 

-::.::: "" (i n Block Letters) 

~ _' -:.~:-' Husband's Name 

.-..:=-.... emic Qualification 

ional Qualification (Banking 
a. etc.) 

. ~:!. 0 :- Training received 

2: 0 · ] oining in NCLINCCBL & 

2. Designation: 

:= _. = quent Promotions, if any Grade/Rank in which promoted 
i) 

Year with date 

2:e 0 joining & number of year in the 
--=>-" lace of posting 

r of years in the previous desk( s) 

years in the same desk/ 
pecify desk/assignment) 

. . ng the year. 

.. ~ L I !\rl I TED 

ii) 
iii) 
iv) 

Desk 
i) 
ii) 
iii) 

Gen. Banking I Advance I Foreign. Ex. / Others (Specify) 

Place of posting 
i) 
ii) 
iii) 
iv) 

C/L: E/L: 

MIL (Female Officers): 

From (date) To (date) 

Q/L: MIL: S/L: 
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::: ward/Appreciation (if Any) 
(during the year) 

ii) Reprimands (if any) (during the 
year). 

Previous Experiences 

Name of 
Organisation 

Joined 
as/on 

Last position 
held(Up to) 

Total length of 
service (in year) 

: 7 Present salary Basic ................. in the scale of ................................ Gross .............. . 

Signature of the Employee 

Contd ...... P/2 

Page # 2 
Name : Designation: BranchIDivision: 

P RT '8' (FOR OFFICERS OTHER THAN MANAGERS) TO BE FILLED IN BY THE REPORTING 

EXECUTIVE/OFFICER BY PUTTING INITIAL IN THE APPROPRIATE COLUMN} 

18. Measurable Perfom1ance Ratings: 
S1. 
_ -0 . 

-

-
-
-

-

~ 

· -
- -
· . 
- -
· ., 
--
· ., 

· -

Item Rated 

Appearance & Dress 

Attendance/Punctuali ty. 

Sense of Responsibility 

Knowledge of Banking, skill & awareness to rules & 
policies and its implementation. 
Competence, ability to do & get things done 

I Initiative & Drive. 

Quality and Quantity of work 

Marketing ability/Public Relation Aptitude/Contact 

Creativity and Innovative ideas 

Ability to work under pressure and Independently. 

Co t Consciousness 

Abilit to adapt in changing circumstances 

Hone t and Integrity. 

C B:\ N K LIl\tIITED 
~ :bf-:l; I.!l~ ~ ~~~~~r.'fhs 

Excellent V. 
5 Good 

4 

Good Average 
3 2 

Poor 
1 
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,r .! Knack for Procurement of Credit, Foreign Ex., 
t l Remittance Business. 

~ . .; Presentation and Personality n -
, 

- Interpersonal behaviour, team spirit, co-operation 
, - Intelligence and mental alertness 
~i' - Capacity to guide, supervise and utilise sub-ordinates 

g .-\.bility to Plan, Organise and Implementation. 
ti 

~ I : 0 Communication skills 

Total 
Grand Total (say 

Performance: 
For Branch personnel only) 

ear Heads of Performance as on 30th June Performance as on 31 st December 

l . Account Target Achievement Percentage Target Achievement , 
a. Deposit 

_006 b. Advance 

c. Recovery , 
a. Deposit 

2005 b. Advance 

c. Recovery 

I a. Deposit 

2004 b. Advance 
I c. Recovery 

1_0. (a) No ofChent Provided for Issuance of Credit Card. (I) No of Card 
(II) Amount (Limit) : Tk = 
(III) Overdue (If Any) : Tk = 

(b) Business procured for Brokerage House (No of Client): 
_1. Performance Summary: (For Executives & Personnel other than Branch) 

(Indicate both strength and weakness) 

Contd ....... P/3 

Page # 3 

(PART 'C' TO BE FILLED IN BY THE REPORTING EXECUTIVE/OFFICER) 

Overall Performance Rating 
(Please insert your initial in the appropriate Box) 

c~ ~ c c n;\ NK l-i 1i\'1 IrrED 
_ ~" c ~~ r.~f?sl; ~~ ~$Il ,$f :tm~~fit~tYh.s 

Percentage 
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Designation: BranchlDi vision: 

0) 

Very high Q1'-___ --Irormance-often exceeds expectation. 

Good 

- : - 9) 

High QUalit1L--__ ---'lnce-sometimes exceeds expectation. 

---+) 
Satisfactory I '-___ --Ir-meets expectation. 

- . "'rage Average perDmetimes falls short of expectation . 

? r 

--+-+) 
Poor perfor1'-___ -'1 to be rectified. 

ECOMMENDATION 
(Please insert your initial in the appropriate Box) 

Recommended for Promotion to ..................................................... . (state reason) 

Not yet ready for promotion, needs further development in present position. 

Appears to have reached his/her limit. 

Recommended for Annual Grade Increment.(lf no, state reason). 

Recommended for Special Increment (s) 
(Please mention the reason & increments recommended) 

e, ~CC B l\NK IJI1'illTF: D 
8 ,c ~ (..!pfiB IQ~ ~~n:.1 ~~:~~f1lrJhs 
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Should be transferred elsewhere (state reason) 

='::e-~ ment of future potential: 

SIGNATURE OF THE REPORTING OFFICER 

Contd ........ P/4 

age # 04 

e : Designation: Branch/Division: 

FOR HEAD OFFICE 

(PART 'D' TO BE FILLED IN BY THE COUNTER SIGNING EXECUTIVE) 

(Please put initial) 

I agree to the assessment/ratings 

I do not agree to the assessment/ratings Strict Liberal Biased 

[ agree to the recommendation 

I do not agree to the recommendation 
(In case of dissent, please give your reason) 

~c~ NC c: I~ i\N K IJ 11\l IrrEI) 
~;N~ ~~ t\!j>fZs1; Ul~ ~${r${ 1ffi~~~fll(G\S 

Signature of the countersigning Executive 
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_ :' organization: 

- -=- tal Employees: 

Male Female 

20-25 26-30 

31-35 36-40 

41-45 46-50 

50 and Above 

- ::-.::- Education: 

:. I S of present job: 

. - ars in present Industry: 

_ .-: 0 total work experience: 

., ~CC 8A.NK Lll\tlI rrED 
-: ~. (.,..a.Mi ,~~ ~lil~~'~~~fll'}!)\s 
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_I 
_! 

•• 
~I 
_! -,:;ng to the Exixting Service Rule Your Opinion: 

~' ~ TIIT1lD S fer 

=: -. e interest of the bank any employee may be 
~I _~': :~:Ted to any Branch /Office. 
_7 =~: :ransferred the length of service should be 3 years 

~c _ 2.:;ement may Transfer any employee before 3 years if 
~. ~ .:.::sary 
~ " - ~e of Inter district transfer, transit leave will be Max 

.... ~ ,---~ -= 
~ c 

_: _ Res i2:nation 

1'. - =-e~ign from the service 3 months prior notice is essential 

I" _=:~ ation is Supported by end of service benefits • !"'" 

~ .. _. I ermination 

.. 
~. - : :be time of probation without showing any reason 
1111 

~. ompensation for the termination of service of 
- =-Joationary/temporary employee 

~ -=-.=s~nate the service of a confirmed employee without 
I -=5= gning any reason 
1" . ' :_nagement should give 3 months notice before terminate 

::_=- service 
~ ~ . onths basic pay is enough in case of confirmed 

::.' _.:ployee 
3 _ can remove/dismiss/retire any employee from service 

a 2: disciplinary action 
; 0 medical ground removal/ dismissal is justified 

4.Retirement , ., 
~ ~:. irement from service on completion of 60 years • 
~ 

_ rinimum requirement for voluntary retirement from 
;;::. -ices is 25 years 

,. :\ C C: H ;\N K L 1!\<111~ED 
:; ~ t~fb'G \£1'5 ~$ll'$( ~~~ M~(jj'S 

SA A N D SD 

SA A N D SO 

SA A N D SO 

SA A N D SO 
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-s-=.J.l of pay: 

~::ng Salary structure shall continue to be in force until it 
-=:, -~' -i sed by the board 
- -~ committee may appoint a person with advance 

--=.. ::--e ent for his experience and higher qualification 
:. I pay ofNCCBL is satisfactory considering present 

S~ ::uario 

I_ crement: 

I 
I . ~ ~ ial increment for extra ordinary perfonnance 

.. e increment annually is sufficient 

~ ~ ement will not be allowed under disciplinary action 

·u-atisfactory perfonnance can lead to withheld of annual 
~ I~:rement. 

ave 

~ e ye can not be claim as a matter of right 

'-ersta y in leave is treated as misconduct 

I :: e- ive/public/weekly holidays falling with in the 
::-e icallearned leave shall be treated as medical/earned 

I ~e~l\-e 

- x 30 days EL is sufficient in a year 

-;nere should be a provision to encash the unutilized earn 
.. e, \"e 
~ days casual leave is enough in a year 

_. : a time 3 days casual leave is justified 

- leave should be without pay - " 

"',- en leave is exhausted the earned leave and casual leave 
I '...e on1e leave without pay 
~ 0 ayail study leave minimum 5 years of service is 
::~c essary 
T 

~-

- -
- . 

a e of pilgrimage leave the length of service should be 
"ears 

. ' CC B ANK [,I IVll r rF=I) 
~ t..!l>fsv I!l~ ~iiFif <n1~~~filt.u\S 

SA A N D SD 

SA A N D SD 

SA A N D SD 
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e, ~ C C H J\N K L 1l\illrrED 
: ::: ~ c.!l>f&u l.a.~ ~llr1f ~~~~f1lr.'fj\S 
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