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Mohammad Mustafizur Rahman
Assistant Professor

Department of English
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Subject: Submission of Internship Report
Sir,

I hope this message finds you well. I am writing to formally submit my internship report, titled
"My Odyssey with SEBL: A Voyage of Discovery and Growth ", as part of the requirements for
completing my internship. Over the course of this three-month program, | have gained valuable
insights and a deeper understanding of the subject matter, and | am truly grateful for the oppor-
tunity to learn and grow through this experience.

In this report, | have documented everything | learned, and | made every effort to gather and pre-
sent relevant information in a clear and organized manner. | found the entire process to be highly
informative and rewarding. | kindly request that you review my report and provide any feedback

you may have.
Thank you again for this opportunity, and | look forward to your response.
Sincerely,

—

Tahia Nazrana
211-10-2341
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Assistant Professor
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Abstract

This paper examines the typical banking operations of Southeast Bank PLC, based on my three-
month internship experience there. For better readability, | have divided the report into four sec-
tions. The first chapter introduces the report, while the second chapter provides a brief overview
of Southeast Bank PLC's history, vision, and mission, along with a description of the various de-
partments and their roles within the bank. In the third chapter, I discuss my duties and contribu-
tions to the bank. This section outlines my regular responsibilities in each department and high-
lights how my work benefited the organization. Overall, this essay offers a comprehensive analy-

sis of the operations of Southeast Bank PLC as well as my experiences during the internship.
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Part 1

1.1: Commencement:

An outline of my transformative experience during the three-month internship at Southeast Bank
PLC is presented in this report. It encompasses a detailed overview of the bank's key activities,

the objectives of my internship, the tasks | accomplished, and the invaluable lessons I learned.

Throughout this internship, I immersed myself in various banking operations, including financial
analysis, account management, and customer service. This hands-on experience enabled me to
apply my theoretical knowledge from university in real-world scenarios, thereby enhancing my

understanding of banking policies and procedures.

The report highlights my responsibilities, such as assisting clients with their banking needs, pre-
paring financial reports, and analyzing trends in financial data. It also addresses the challenges |

encountered, particularly in time management and multitasking.

Ultimately, this internship was an incredible learning opportunity that deepened my understand-
ing of banking operations while strengthening my interpersonal, teamwork, and problem-solving
skills. I gained a profound appreciation for delivering exceptional service within the general
banking sector and foreign trade sector.

Lastly, my paper provides a comprehensive summary of the most significant lessons learned

throughout this enriching experience.

1.2: Origin of the report:

Students enrolled in the English Department at DIU must complete a compulsory internship after

achieving 120 credits. This internship must be finished within three months and can be taken at
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various organizations, including banks and educational institutions. Each student will be as-
signed a supervisor who will guide them through the internship process and assist in outlining
the report structure to ensure timely submission. It is essential that students take this requirement

seriously and adhere to the deadlines.

1.3: Objectives of the report:

Primary Objective:

The primary objective of preparing this report is to represent the Southeast Bank Limited and to
fulfill the requirement for the completion of BA program as well as to observe& learn and its

Services.
Secondary Objective
The secondary objectives of the research are

e To acquaint with the real business situation
e To collect knowledge on banking companies operations in practical field.
e Providing overview on Southeast Bank

e Find out their satisfaction level about SEBL performance
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£

SOUTHEAST
BANK PLC.

A BANK WITH VISION

Part 2
Outline of Southeast Bank PLC.

2.1: History of SEBL.:

Southeast Bank PLC. was established as a Public Limited Company on March 12, 1995. In the Registrar
of Joint Stock Companies and Firms issued the Certificate of Commencement of Business of the Bank on

the same date. The Southeast Bank received its Banking License from the Bangladesh Bank on March 23,

1995. The Bank's first branch was opened by M. Saifur Rahman, the then Finance Minister of Bangla-
desh as the chief guest at 1, Dilkusha Commercial Area, Dhaka on May 25, 1995. The incumbent chair-
man of the Bank is Alamgir Kabir, FCA. M. A. Kashem a member of the Board and Yussuf Abdullah Ha-
run were past Presidents of the Federation of Bangladesh Chamber of Commerce and Industries (FBCCI).

2.2: Vision of SEBL.:

To be a premier banking institution in Bangladesh and contribute significantly to the national

economy.
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2.3: Missions of SEBL :

= High quality financial services with state of the art technology
= Fast customer service

= Sustainable growth strategy

= Follow ethical standards in business

= Steady return on shareholders’equity

= |nnovative banking at a competitive price

= Attract and retain quality human resource

= Providing fast & accurate customer service

High standard business ethics

Innovative banking at a competitive price.

2.4: Contact SEBL.:

Name Southeast Bank PLC.
Legal Status Private Limited Company
Registered Address Eunoos Trade Center
52-53, Dilkusha, C/A, Dhaka - 1000, Bangladesh

Telephone +880247115321
Fax 88-02-9550093
E-mail info@southeastbank.com.b

©Daffodil International University
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2.5: Financial Performance:

(BDT in Million)

Five years performance at a glance:
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2.6: Board of Directors of SEBL.:

Names of the board of the Directors of the bank:

1. Mr. M. A. Kashem Chairman

2. Mrs. Rehana Rahman Vice Chairperson
3. Mr. Alamgir Rahman FCA Director
4. Mr. Azim Uddin Ahmed Director

5. Mr. Md. Akikur Rahman Director

6. Mrs. Duluma Ahmed Director

7. Mrs. Jusna Ara Kashem Director

8. Mr. Nasir Uddin Ahamed Director

9. Mr. Md. Rafiqul Islam Director

10. Mr. Mohammad Delwar Husain Independent Director
11. Mr. Nuruddin Md. Sadeque Hossain Managing Director

2.7: Organizational Structure in SEBL.:

Managing Director (M.D)
Executive Vice President (E.V.P)

Senior Vice President (S.V.P)

Principal Officers (PO)

Probationary Officers (P.O)

Junior officers (J.0)

Teller
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2.8: Structure of Branch:

General Credit Foreign
Banking Trade

Part 3
Banking Operations of SEBL

3.1: Duties and Responsibilities:

Southeast bank have some major responsibility. They have some division in their every individ-

ual branch. Different types of task are done by different sectors. The division is given bellow:

Bank Division

General : Foreign
Credit
Banking Trade
Cash Continuous loan
Account Opening Demand loan Export
IT Department Term loan Import
Clearing Staff loan

Customer Service

Bank Guarantee
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Part 4
As an Intern at SEBL

4.1: Tasks:

In July 2024, | began my internship at Southeast Bank PLC. This internship program has pro-
vided me with numerous opportunities to gain extensive knowledge about the banking sector.
Since | previously had no job experience, | am optimistic that the skills and insights I've gathered

through this internship will ease my future endeavors.

| started my journey in the Foreign Trade section, which offered me a wealth of information and
practical experience. | spent most of my time working in this department. Later on, | had the
chance to work in General Banking departments as well. | dedicated myself to supporting South-
east Bank PLC. in every possible way. As an intern, | was entrusted with a variety of responsibil-

ities. Here are a few tasks | was involved with during my internship:

e Account Opening: This involves the complete process of setting up new accounts for cli-
ents, ensuring all necessary documentation is collected and verified.

e Desk Pass Registrar Maintenance: Managing and updating the desk pass registry to en-
sure only authorized personnel have access to secure areas. This includes regular audits
and updates to maintain security standards.

e Cheque Collection: Coordinating the collection of cheques from clients, ensuring timely
processing and adherence to banking protocols.

e Verification of Various Forms, Including NID: Conducting thorough verifications of dif-
ferent forms, with a particular focus on National 1D (NID) verification, to ensure compli-
ance with regulatory requirements.

e Financial Analysis: Performing comprehensive financial analyses to assess the financial

health of clients and inform decision-making processes.
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Processing of Cheque Requisitions: Managing and processing requests for cheque dis-
bursements to ensure accuracy and timely payments as per organizational policies.

L/C File Opening: Initiating and maintaining Letters of Credit (L/C) files, ensuring that
all details are accurate and compliant with both internal and external guidelines.

FDRs Opening: Facilitating the opening of Fixed Deposit Receipts (FDRs), providing cli-
ents with detailed options and ensuring all necessary paperwork is completed efficiently.
Savings Account Opening: Overseeing the entire process of opening savings accounts for
customers, including gathering required information and aiding clients in understanding

account features and benefits.

Part 5
Achievements

5.1: Problems | faced and Skills I used :

Throughout my professional journey, | have gained extensive knowledge during my internship, which

has allowed me to make significant improvements in various areas, including technical, social, and

analytical skills.

My role in the general banking department involved direct interaction with clients, which
proved to be a transformative experience. | realized that my dedication and strong work ethic
aligned well with the considerable demands of my responsibilities. My internship not only
provided numerous first-time experiences but also imparted valuable lessons. Each encoun-
ter contributed to my growing knowledge base.

The support | received from my supervisor and fellow bank employees was exemplary; they
offered guidance in a collaborative and supportive manner rather than adopting a purely in-
structional approach. This internship provided a valuable opportunity to apply my knowledge

of business and marketing theories to a diverse range of real-world scenarios. | transitioned

©Daffodil International University
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from merely conducting thorough competitor analyses to developing a comprehensive mar-
keting and communication plan that addressed the needs of an actual business.

Throughout my internship, | made significant strides in enhancing my interpersonal and com-
munication skills, which are crucial for effective collaboration in any professional environ-
ment. | learned the art of self-introduction, which helped me establish connections with my
colleagues more effectively. Additionally, | became adept at formulating thoughtful questions,
enabling me to uncover deeper insights about various businesses—not only those within the
co-working space but also other organizations in the broader market landscape.

Engaging in meaningful conversations with entrepreneurs and business owners allowed me
to discuss my interests, share my knowledge, and showcase my talents, which in turn fos-
tered professional relationships. This experience underscored the importance of networking
and its potential impact on one’s career trajectory. | utilized LinkedIn as an invaluable tool to
connect with many of these individuals, further expanding my professional network.

| discovered the immense value of having a strong sense of curiosity, which drives insightful
inquiry and promotes continuous learning. | learned that my enthusiasm for teamwork and
willingness to support my colleagues should be evident in my actions, thereby reinforcing a
collaborative work environment. Effective communication emerged as a critical factor for suc-
cess in the workplace.

| recognized the importance of maintaining clear lines of communication with my manager,
especially when challenges arose or when | needed assistance with specific tasks. Whether
through phone calls, emails, or text messages, timely and open communication ensured that
| could address issues quickly and effectively.

| also understood that seeking and accepting professional feedback is essential for personal
and career growth. It became apparent that | needed to document both the positive and neg-

ative aspects of my work for future reference and improvement.

Although the process of giving and receiving feedback can sometimes be difficult, | learned that
embracing this practice is vital for professional development. This approach not only fosters resil-
ience but also equips one with the skills and insights needed to succeed and advance in their

career
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5.2: Appreciation for Colleagues:

| received exceptional support from the individuals overseeing my internship throughout the en-
tire process. They readily clarified any aspects of my work that were unclear and provided a sig-
nificant amount of valuable guidance. To maintain my engagement, they consistently sought to
inspire and motivate me. Their encouragement greatly influenced my work ethic. Additionally,
other bank officials collaborated with me during my internship. As | had no prior experience in
this sector, | was unfamiliar with the bank's policies, responsibilities, and various operational de-
tails. However, all my colleagues offered invaluable assistance as | navigated this new environ-

ment.

Part 6
Recommendation

1. Enhanced Training Programs: Develop comprehensive training programs for interns focusing
on technical and soft skills. This could include effective communication, time management, and
client interaction workshops. Such training will ensure interns are better equipped to handle the

demands of their roles.

2. Mentorship Initiatives: Implement a mentorship program that pairs interns with experienced
employees. This can foster more in-depth learning and provide interns with a valuable resource

for guidance, support, and career advice.
3. Feedback Mechanisms: Establish more structured feedback mechanisms that allow interns to

receive regular performance evaluations. Constructive feedback can help them identify strengths

and areas for improvement, fostering personal and professional growth.
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4. Networking Events: Organize regular networking events where interns can connect with pro-
fessionals from various departments. This will not only enhance their understanding of different
roles within the bank but also build valuable professional relationships.

5. Project-Based Learning: Create opportunities for interns to work on real projects that have a
measurable impact on the bank. Allowing them to contribute to meaningful work can enhance

their sense of purpose and investment in their roles.

6. Exit Interviews: Conduct exit interviews with departing interns to gather insights about their
experiences. This feedback can offer valuable perspectives on what worked well and areas for

improvement, ultimately enhancing the internship program.

Part 7/

Conclusion
6.1: Closure:

Banking is essential to the national economy, and in Bangladesh, the sector holds significant po-
tential despite challenges such as competition, currency instability, and political unrest. South
East Bank Limited (SEBL) has experienced notable growth, but the prevalence of bad loans re-
mains a concern, hindering investment and economic progress. A key issue is the banks' failure
to assess credit risk, despite Bangladesh Bank's guidelines adequately. SEBL must adopt
stronger lending policies and enhance its credit risk management system to address this, while
also improving recovery processes and avoiding preferential treatment for large clients. With the
necessary resources, SEBL is well-positioned to meet diverse banking demands and plans to fo-

cus on improving customer service and advancing technological innovations.

©Daffodil International University
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Appendix 1

Acceptance Letter

The rvia‘n;gor fions, Please........
Head of Branch
OIn-Charge<+Ex. OInCharge : GB
OIn-Charge : Credit In-Charge : Accounts
July 07, 2024

Manager W
A\

The Senior Vice President

& Head of Branch

Southeast Bank PLC.

Dhanmondi Branch % Zuim

Dhaka. Arca i Mortua
S5t 0] Sadia

,‘a%:::,,, g Janiu

DHassat %

Dear Sir, 1ehe el s

Re: JOINING REPORT

In terms of your Head Office letter #SEBPLC./HO/HRD/2024/2940 dated
July 03, 2024 appointing me as an Intern, I do hereby join in your esteemed
branch on July 07, 2024.

1 shall be highly grateful if you accept my joining report.
With best regards,

Yours Faithfully,

|adeion
07-%-24
Tahia Nazrana
Daffodil International University
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Appendix 2
Joining Letter

Head Office
SOUtheaSt Bank PLC' Eunoos Trade Center
a bank with vision 52-53, Dilkusha Commerclal Area
(Level- 2, 3,4, 6,13 & 16), Dhaka-1000, Bangladesh
PABX :+880247115321,223385466, 223387439, 223390469

SEBPLC./HO/HRD/2024/2940 SWIFT ; SEBDBDDH

July 03, 2024

The Senior Vice President
&

Head of Branch
Southeast Bank PLC.
Dhanmondi Branch
Dhaka

Dear Sir,

Sub: INTERNSHIP
We would like to inform you that Ms. Tahia Nazrana, a Bachelor student of Daffodil International University

(DIV) is hereby allowed to do her Internship program at your Branch for a period of 12 (twelve) weeks
commencing from July 07, 2024. The topic of study of Ms. Tahia may be decided on mutual discussion.

We would, therefore, request you to engage an officer/executive to guide the concerned student and extend all
sorts of co-operation to her during her internship program at your Branch. Simultaneously, she may be provided
with a detail schedule of work during aforementioned 12 (twelve) weeks and endorsing a copy of the same to
the undersigned.

You are also requested to advise the concerned student to keep confidentiality of all information regarding our
Bank which she may come across during her Internship program at your Branch and give us a copy of her
internship report that she will eventually submit to her organization for our necessary record.

The resume of Ms. Tahia is enclosed herewith for ready reference.

Sincerely yours,

Sd/- -
Bilquis Jahan

Senior Executive Vice President &

Head of Human Resources Division

Co r information and record to:

1. Mr. Mohammad Elius Hossain, Assistant Professor & Head (In-Charge), Dept. of English, Daffodil
International University (DIU), Daffodil Smart City, Birulla, Savar, Dhaka-1216.
Ms, Tahla Nazrana, Bachelor Student, Daffodll International University (DIU), Daffodil Smart City, Birulia,
Savar, Dhaka-1216. She Is advised to report to the Senlor Vice President & Head of Branch, Southeast
Bank PLC., Dhanmondi Branch, Dhaka on July 07, 2024 at 10:00 a.m. for completing her Internship
program at the Branch and give a copy of Internship report to the concerned Head of Branch and the
undersigned each after completion of her internship. She Is also advised to keep confidentiality of all

5 ggrmamn regarding our Bank which she may come across during her Internship program at the Branch,

. ce copy

4

W:BM

Senior Executive Vice President &
Head of Human Resources Division

www.southeastbank.com.bd
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Appendix 3
Working Place
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Appendix 4
Appreciation Letter

Mrpur Road Scthartag Draka-1207. Bangladesh

a bank with vision Far 6903 54181242 SAPT SERDBOOMOHN

S Southeast Bank PLC: B i o i

SEBPLC/DHAN/ACCT2024/3034
October 07, 2024

This is 1o cenify that Ms. Tahia Nazrana a Bachelor of Arts in English Literature and
Language student of Daffodil International University, was attached for 12 (twelve) weeks
as an Intern with Southeast Bank PLC. Dhanmondi Branch, Dhaka. She has received
practical orientation on General Banking Department and Foreign Trade Department in our
office. During her internship she was found punctual, polite, sincere, disciplined and
hardworking having pleasant personality.

We wish her every success in life.

For Southeast Bank PLC.
Dhanmondi Branch, Dhaka

Mohamniad Uzzal Hossain
SVP & of Branch
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