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Summary: 
 

 

 

 

I have completed a 10-week internship at Snowtex Group, a well-known garment company in 

Bangladesh. I, Yashfee Khan Jahra, began my internship in the training and development area of 

the human resources department. I also participated in their training sessions and development 

meetings. As part of their team, I actively contributed to training activities such as skill 

development, community development, designing training materials, managing training 

operations, overseeing tests, and organizing practical exposure. This report will provide an 

overview of my entire internship experience, including my efforts and what I learned. My 

internship at Snowtex Group improved my professional experience and contributed to my career 

growth and understanding of workplace dynamics. The training and development efforts in the HR 

sector enhance employee performance and boost productivity while improving workers' 

capabilities. This sector plays an important role in developing workers' skills and productivity, 

along with improving performance in the workplace. The human resources department allowed 

me to connect with every sector and every aspect of the company. 

 

 

 

 

 

 

 

 
 

 

 
 

 

© Daffodil International University 
 

 

 

 

 

 

 

 



   P a g e  | iii 

 

 

 

Letter of Transmittal 

 

19-12-2025 

Md. Meherabul Haque  

Lecturer 

Faculty of Humanities of Social Science. 

Department of Journalism, Media and Communication 

Daffodil International University 

Subject: Submission of my 10 week internship Journey at Snowtex Group 

Dear Sir, 

With due respect, I am writing to inform you that I have been assigned a 10-week internship to 

finish my Bachelor of Social Science (B.S.S.) degree. I have completed 138 credits in my studies, 

and I need a 4-credit internship to reach the 142 credits required for my BSS program. This has 

been one of the best experiences of my academic career. I am thankful to my university for this 

opportunity. 

My 10-week internship at Snowtex Group allowed me to gain practical experience and insights 

into my future career. I worked with a talented HR team. Through this internship, I learned many 

new skills. I successfully completed my training and development role in the Human Resources 

department. I appreciate my JMC department, my mentors, and my university for their support and 

guidance every step of the way. 

I am very much thankful to my supervisor for his excellent advice and support, which helped me 

finish my internship successfully 

Regards 

 

Yashfee Khan Jahra 

Student ID: 221-24-031  

Department of Journalism, Media & Communication 

Faculty of Humanities & Social Science 

Daffodil International University 
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Certificate of Approval 

 

 

I feel pleased to clarify that the internship report on Snowtex Group was prepared by Yashfee 

Khan Jahra, Student ID: 221-24-031, Department of Journalism, Media & Communication. 

Yashfee Khan Jahra has been approved for her presentation and viva-voce according to the course 

requirement. Under my academic supervision, ‘Yashfee Khan Jahra’ has worked at Snowtex 

Group as a junior executive in the Human Resources department in the training and development 

sector as an intern. She completed her 10-week internship period from 01-10-2025 to 10-12-2025. 

I am pleased to clarify that the findings and details attached in the internship report are the 

authentic work of Yashfee Khan Jahra, to my knowledge.  To my knowledge, Yashfee Khan Jahra 

bears a perfect character and also has a very strong personality and is a hardworking person. 

I wish her success in her upcoming career and future life and hope she keeps the department proud 

of her success. 

 

Md. Meherabul Haque  

Lecturer 

Department of Journalism, Media & Communication 

Faculty of Humanities & Social Sciences 

Daffodil International University 

 

 

© Daffodil International University 

 

 



   P a g e  | v 

 

 

 

Certificate from Organization 
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Chapter One 

Introduction: 
 
 

 

1:1 Company Overview:   

 

The name of the organization is “Snowtex Group.” 

Name of the Director: S M Khaled, Managing Director of Snowtex Group and Sara Lifestyle 

Limited. 

Snowtex Group has two sectors, one is SOL, “Snowtex Outwear Limited,” and the other is SSL, 

“Snowtex Sportswear Limited.” This company basically works with 18 buyers, such as Decathlon, 

Columbia Sportswear, Best Seller, G-Star, Richlu Manufacturing Company, Alph Broder Ltd., 

Nautica, CSW, Li & Fung, Kontoor, etc. Their mother buyer is “DECATHLON and 

COLUMBIA”  

The most bought products are jackets. Almost 20,000+ workers and 3,000+ staff are working here. 

Sara Lifestyle is a sister concern of Snowtex Outwear Limited.  Sara's lifestyle is the own brand 

of Snowtex Group. 

Sense: Be happy, Make happy. 

Values: Honesty and commitment  

Vision: To provide seamless service for global fashion brand by better quality, productivity, 

advanced technology and reducing environmental impact. 

Mission: Establishing quality control procedures, monitoring the production process, creating a 

quality assurance team, conducting regular audit, implementing quality control system, using the 

right equipment, training employees, sourcing of better raw material and providing feedback to 

supplier. 
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1:2 About Internship: 

My internship provided practical experience that is valuable and helpful to my skills, strengths, 

and confidence. There, I had the opportunity to apply my practical experience and educational 

knowledge with a hard-working and talented team. From the whole team, I learned how to 

collaborate in teamwork and with the members. Also, I learned about how to set daily goals for a 

better outcome. My internship experience helped improve my communication skills, problem-

solving skills, time management skills, teamwork skills, taking responsibilities, and working under 

tight deadlines. 

  

 

An internship opportunity that helps me in my future career: 

 

1: Improve my communication skills. 

2: Work with almost 3000 people. 

3: Developing my practical skills. 

4: Working with the most important sector for Bangladesh. 

5: Upgrade my professionalism at work. 
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Organization picture  
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1:3  Why I chose the Snowtex Group for my internship: my incentive behind choosing this:  

After coming to Daffodil International University, I found my interest in communication and 

developing sectors, but I can’t find my ultimate career goal. Doing my bachelor's degree in the 

Journalism, Media & Communication department, I found my interest in the communication and 

development sector, and also nowadays the communication and development sector has a good 

career. Then I got to know that a renowned company, “Snowtex Group,” had a training and 

development sector for their betterment and development. So I applied for my internship in the 

training and development sector and got the opportunity to work here with the dynamic HR team. 

While giving my bachelor's degree finals, I was applying to various other renowned companies for 

internships, and I applied to the Snowtex Group in the training and development sector. I have 

been selected by another company as a junior executive in HR, but I chose Snowtex Group for my 

internship. 

  

 

 

 

1.4 Duration of the Internship 

 

From October 01 2025 to 10 December 2025, 2 month & 15 days, i appointed as an intern. This 

10 week journey of mine had given me a chance to growth and develop in professionally. 

Throughout this period, I actively participant in various work with their dynamic team members.   
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1:5 DEDICATION:  

I dedicate my work to the Almighty God of my life, whose grace, guidance, & blessings have been 

my greatest strength and support throughout every step of my journey. Also, I dedicate this, and I 

am grateful to all of my teachers who supported me from the very beginning and helped me 

experience and gain knowledge and made me who I am. Today I am here, almost ending my 

academic journey. This is possible because of the effort put in by my parents and family members 

and teachers. Also, thanks and gratitude to both of my supervisors for their immense support in 

this last stage. 

And thank you from the bottom of my heart to everyone who supported me at every step of my 

BSS journey. 
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1:6 Leadership Profile: An Overview of my academic supervisor:  

 

 

 

      
 

 

 

Name: Md. Meherabul Haque  

Department: Journalism, Media and Communication  

Designation: Lecturer   

Faculty: Faculty of Humanities & Social Sciences 

E-mail: haque.jmc@diu.edu.bd 

 

Brief Review: 

Md. Meherabul Haque (lecturer) of the Department of Journalism, Media, and Communication 

was my academic supervisor during my whole internship. Md. Meherabul Haque  (sir) completed 

his master's degree in the journalism, media, and communication department. He was the gold 

medalist of DIU's 11th convocation. And now appointed as a lecturer in the journalism, media, 

and communication department at Daffodil International University from September 2024. I, 

Yashfee Khan Jahra, was assigned for a 10-week internship journey under the supervision of Md. 

Meherabul Haque (Sir). His mentorship helped me to understand my academic curriculum 

throughout the internship period and also gave me inspiration to actively participate in every work 

to prove myself in industrial work. Moreover, my academic supervisor, Md. Meherabul Haque , 

mailto:haque.jmc@diu.edu.bd
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has good communication and guidance skills. His guidance gave me the confidence to step forward 

in this journey. Also, he actively encouraged me and supported me in my internship period 

 

Role as an internship supervisor: 

 

 He mentored me. He was consistently checking my papers. He provided me with regular feedback 

apart from checking all my documents. He was very encouraging and guided me whenever I tried 

to reach him. Under his mentorship, a student gets the privilege to learn, explore, and acquire 

knowledge and be bestowed with good mentorship.  

 

 

He supports interns in gaining a better understanding of the following aspects: 

 

1: Acquired knowledge of the defense paper. 

2: Better structure of defense writing. 

3: How the writing is supposed to be done. 

4: What am I supposed to do in the internship journey. 

5: Overall procedure of defense & viva 

 

 

Through his mentorship, a student gets the opportunity to learn, your support fosters direction, 

confidence, and motivation for growth. Your understanding and commitment enable us to turn 

challenges into learning experiences. He allows a student to learn and develop on an academic and 

personal level. His leadership influences not only the work we do, but also who we want to be as 

professionals. 
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1:7 Leadership overview: An Overview of my internship supervisor: 
 

 
 

 

 

     
 

 

 

Name: Wahiduzzaman Raad 

Department: Human Resources Management 

Employee ID: 04011125387 

Position: Deputy Manager 

Experience: 5 Years 7 Months 

Areas of Responsibility: HR Development, Project Execution & Employee empowerment 

 

Brief Overview: 

Wahiduzzaman Raad has attended to most aspects of human resource management with more than 

5 years and 7 months of hands-on experience as an HR professional. He currently works in the HR 

Development wing, playing a key role in shaping HR strategies, implementing employee 

development initiatives, and ensuring efficient HR operations across the organization. He is 

actively involved in project-based employee empowerment, focusing on capacity building, skill 
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development, and managing the overall workforce productivity. Also, he involves data-driven 

decision-making and aligns the HR functions with organizational goals. 

 

 

 

  

Role as Internship Supervisor 

  

As an internship supervisor, Mr. Raad provides guidance, mentorship, and practical exposure to 

HR functions. He ensures that interns understand the core HR activities and develop essential 

professional skills. His supervision style enriches learning through real-life HR tasks and 

constructive feedback and maintains professional excellence. He also tries to teach me all the HR 

things in this 10-week period, which will help me in my future job. 

Moreover, Wahiduzzaman Raad, my supervisor, has good supervision quality and good guidance. 

  

  

  

He supports interns in gaining a better understanding of: 

  

1: Recruitment & HR Operation 

2: HR Development activities 

3: Workplace communication 

4: Employee engagement 

5: Project-based HR tasks 

  

Through his mentorship, interns get the opportunity to work in a supportive environment and 

develop confidence in performing HR responsibilities. 
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My first day at Snowtex Group, near “ Snowtex Sportswear Limited ” 
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Chapter Two 

Organizational Profile 
 

2:1 Background: 

 

 

 
 

Genre: Ready Made Garments. 

Type : privately Held 

Industry : Apparel & fashion 

Sense : Be happy , makes happy 

Value : Honesty and commitment 

Total department: 27 department. 

Total building: 04 building in factory , 1 building in head office.3 

Office hour:  

Saturday to Thursday:  

08:00 AM - 6:00 PM (Approximate) 

Friday: Closed 
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2.2 Organizational Structure: 
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2.3 Contact info: 
 

Address of Snowtex Group: 

● B-65/3, Lakuriapar, Dhulivita, Dhamrai 1350. (factory) 

● Mirpur 10 (Head office) 

● Sara Lifestyle Ltd.Plot-10, Road-9, Block-KA, Section-6, Mirpur, Dhaka, Bangladesh. 

● Phone: +8809611680680 , 

Social media :  

Official website link :  https://snowtex.com.bd/  

 

Company profile link:  https://youtu.be/pu1Jh_1OTHE?si=fkVrtloqppE8GgtR 

 

LinkedIn profile:   https://www.linkedin.com/company/snowtex-group/ 

 

Facebook profile:   https://www.facebook.com/share/1DVH8aJTar/?mibextid=wwXIfr 
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2:4 Facilities company gives:  

1: Company profit share.  

2: Regular lunch and snacks are provided. 

3: Green Nature Company. 

4: Transport facilities. 

5: Training facilities. 

6: Rule by the Bangladesh labor law. 

7: Service benefits for long-time job holders. 

8: Provided fund facilities. 

9: 2 full bonuses yearly. 

10: Basic manners training for everyone. 

11: 120 days + pregnancy leave for women. 

12: Child day care facilities. 

13: Ambulance facilities. 

14: Medical facilities. 

15: Health and scholarship facilities. 

16: Discounts in many hospitals. 

17: On-time salary & overtime. 

18: Free lunch facilities. 

19: Free tree distribution to all employees for social responsibility. 

20: Work facilities for disabled persons. 
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2:5 Award and certification of SNOWTEX GROUP 

1: WRAP. 

2: WCA. 

3: BSCI. 

4: SEDEX. 

5: GSV award (Global Security Verification). 

6: Customs trade partnership against terrorism. 

7: Decathlon. 

8: Ceres. 

9: OEKO-TEX. 

10: RDS: Responsible Down Standard. 

11: RFID. 

12: Accord. 

13: LEED gold certificate by the U.S. Green Building Council.  

Good practice award –  

1: ILO International Labor Organization Award. 

2: Health & Safety award from LABOUR AND EXPLOYMENT  

3: Factory of the year award from BERNE AWARD. 

4: Best improve factory award. 

5: Southeast bank green award. 

6: Best practice award by RGM TIMES 

 

 



P a g e  | 16 

 

 

 

 

          

Office Desk                                                           My office id card 

 

                                                      our central office   
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Chapter Three 

Learning Experience 

 
 

  

 

3.1 10 week / weekly working list: 
 

 

 

Week 1: (Timeline: October 01-October 07, 2025) 

 

My Learning:   

 

• Factory tour: visited 3 buildings, knew about floors, central, and conference room. 

 

• Meet with every team, especially for the introduction to the HR team.  

 

• Company code of conduct. 

 

• Rules and regulations. 

 

• How to do orientation for new employees. 

 

• Orientation exams related to the company.  

 

• Introduction to the factory structure.   

 

• Reviewed HR policy 
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My Activities:  

 

• First, I have been assigned to study the history book of this company. 

 

• Join their orientation program with the HR training and development team.  

 

• Help the team to coordinate the examination. 

 

• Understood the workflow.  
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Week 2: (Timeline: October 08-October 14, 2025)  

 

 My Learning: 

 

• Maintenance of a new employee's file. 

 

• Include all data online. 

 

• Check their validity prior to appointing them to the job. 

 

• Online nationality check through NID card.  

 

• Gained knowledge on compliance requirements.  

 

 

 

My Activities:  

 

 • Writing files that include job descriptions, forms from the company, service books, etc. 

 

 • Also included information online. 

 

 • Collecting employees' data, papers, etc. 
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Week 3: (Timeline: October 15 -October 21 2025)  

 

My Learning:  

 

• Increase my Avro and Bijoy typing skills. 

 

• Fast typing in Avro and Bijoy. 

 

• And also learn about how to communicate better in person. 

 

• Improve communication with the workers through orientations and training. 

 

 

My Activities:  

 

• Communication with workers, staff, and every department through training sessions. 

 

• Making documents for orientation with details and pictures. 

 

• File ready for new joining people. 

 

• File management of new employee. 

 

 

 

 

 

 

© Daffodil International University 

 

 

 



P a g e  | 21 

 

 

 

Week 4: (Timeline: October 22 -October 28 2025) 

 

My Learning: 

• Developing my PowerPoint skills here. 

• I know how to make good, effective slides. 

• Productive slides for better understanding.   

• Learned about their presentation skills and effective communication. 

• The management skills. 

 

My Activities: 

• Helping the team to make PowerPoint slides. 

• Making PowerPoint slides 

• And collecting information according to the presentation. 
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Week 5: (Timeline: October 29 - November 04 2025) 

 

My Learning: 

 

• Learning mid-level management training, such as supervisor, line chief, and MTO,                                                                 

technological, and health safety and dining staff management training. 

 

• knew about buyers.  

 

• The technical training session. 

 

• I comprehended how to do a salary sheet for a month.  

 

 

My Activity: 

 

• To help the team by providing management training sessions. 

 

• Attending dining staff training sessions. 

 

• Health and safety training session. 
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Week 6: (Timeline: November 05 - November 11 2025) 

 

My Learning: 

 

• Observed skill gap analysis. 

 

• Preparing skills material. 

 

• Learned about how the production is connected with good training. 

 

• Also knew that production efficiency depends on skill level. 

  

 

My Activities: 

 

• Joining security guard training. 

 

• Employee orientation of the month of November. 

 

• Technical and supervisor exam paper check. 

 

• File writing. 
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Week 7: (Timeline: November 12 - November 18 2025) 

 

My Learning: 

 

• Everybody needs compliance training. 

 

• Good training influences the workers behavior. 

 

• Knew about companies' 5S.  

 

• How to prepare monthly training report. 

 

• How to prepare reports on regular basis. 

 

• Update for audit purposes. Health and safety training session. 

 

  

My Activities: 

 

• Ready the file of new joining members. 

 

• Distribute ID application forms. 

 

• Distribute job description (JD). 

 

• Completed the whole file of employees. 
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Week 8: (Timeline: November 19 - November 25 2025) 

 

  

My Learning: 

 

• 7 days of soft skills training for supervisors. 

 

• Session about workplace behavior and basic etiquette. 

 

• Learned how to gather feedback from everyone. 

 

• Examination after every skills training.  

 

• Fire and safety training session. 

 

My Activities: 

 

• Coordination with the T&D team member for supervisor training and examination. 

 

• Help the team prepare for the session. 

 

• Recheck the examination papers. Included marks of examination. 

 

• Attending workplace behavior and basic etiquette sessions. 
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Week 09: (Timeline: November 26 - December 02 2025) 

 

 

Learning: 

 

• How to enter skills data. 

 

• How to get promotions, transfer people, 

 

• Audit documentation maintenance 

 

  

 

Activities: 

 

• From the T&D team, I got the opportunity to learn about how to transfer people. 

 

• Maintaining audit documents in files. 

 

• Regular updates about documents. 

 

• Training poster made.  

 

• Obtained marks excel sheet made. 
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Week 10: (Timeline : December 03 - December 09 2025) 

 

My Learning: 

• Month leave summary for correlation 

• Manually attendance correlation 

• Skill entry 

• Leave management 

• Provide theoretical and practical training. 

My Activities: 

• Watching Partnership celebrations of the Decathlon and Snowtex groups. 

• Check the examination papers. 

• Attend refreshment training with the team. 

• Close the file of the employee. 

• Poster design for training session.  

• Transfer data history made.  
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3:2 Key Responsibilities and Activities: 

 

1: Workshop on workplace behavior and etiquette: 

● One-day training session on how to behave with colleagues and maintain the workplace 

etiquette and behavior. 

  

2: File entry & file management: 

● Doing file management of staff and workers. 

● Enter their information and collect basic data from them. 

● And also collect papers like the NID card, pictures, certificates, etc. 

  

3: Set up a training session for staff: 

● Weekly training sessions for staff according to their department to enrich their skills and 

experience. 

 

4: Weekly basis training session for workers in the office: 

● Weekly training sessions for office workers to develop their knowledge about what they 

should do in the office and what should not be done in the office. 

● What should they do to continue their job in this company? 

● How to maintain 5S. 

 

5: Daily basis training session for every employee: 

● Regular basis training is conducted by the Training and development team in HR. 

● At least 2 training sessions per day. 
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● Ensure best training session as per the company's needs. 

●  Arranging training session by consultation with the department head of the office  

 

  

6: Document ready for new employees:  

● Documentation like salary range, basic salary level, service book, etc.  

● Form ready for new employees.  

 

 

7: planning training calendars:   

● Making annual calendars for training list. 

● Making monthly Excel sheets for training. 

● Training schedule for weekly basic. 

 

 

 

8: Maintain records and documentation:  

● The training and development \ department keeps the daily schedule records and documentation 

because it’s a rule from the buyers. 

● It’s a buyer requirement.   
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9: Monitor skill levels:   

● The T&D monitors everyone’s skill level. 

● Conduct regular training sessions for everyone according to their needs. 

● Upgrade and check-up skills.     

 

 

 

10: Conduct regular basis orientations:  

● After joining new staff and workers, the training and development sector conducts an orientation 

program.  

● The T&D sector team members set up this training session about rules and regulations that 

everyone needs to follow.  

● This session is mandatory for everyone.   
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3:3 Key Learning: 

  

1: Understanding file management techniques. 

2: Understanding the data entry process. 

3: Strong understanding of PowerPoint tools 

4: Developing my Avro and Bijoy typing. 

5: Upgrade my Canva design skills 

6: Develop my training skills. 

7: Upgrade my communication skills growth. 

8: Strategic planning and execution for new training. 

9: Importance of community engagement and collaboration 

10: Internal and external good relationships with everyone. 

11: Maintaining good relationships and respect towards colleagues. 

12: Project management skills & rapid problem-solving skills 

13: Upgrade adaptability and credibility skills. 

14: Strategic understanding of basic concepts of training. 

15: Understanding the workplace behavior and workplace environment. 

16: Learn about how to select people for interview boards and examinations. 

17: Learned about how to make promotions 

18: Learned about how to transfer people 

19: Learned about leave management. 

20: Learned about how to make circular positions. 

  

  

Overall, this internship provided an overview of my developing training skills and opportunities. 

communication skills with people, collaboration skills & working together. This experience will 

help me in the future to work in this field and also in the communication field. 

 

 
© Daffodil International University 

 

 

 



P a g e  | 32 

 

 

 

Chapter 4: 

 

SWOT ANALYSIS 
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4:1 SWOT analysis of SNOWTEX GROUP 
 

 

Strength: 

● Effective performance, strong teamwork.  

● Highly developed company.  

● Highly educated staff.  

● Good trainers available.  

● Staff took training outside from the company.  

● Diverse skills and experience.  

● Problem-solving skills.  

● Relationship building and high community engagement.  

● Focused on and development. 

● Maintain buyer trust and standards.  

● Maintain 5S.  

● Maintain workplace safety and reduce accidents 

 

  

Weakness:  

● A lack of interest in the training session among the participants.  

● Low educational standard of the workers that make training tougher.  

● Unavailability of updated training equipment.  

● Language barrier among the workers.  
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 Opportunities:   

 

 

● This will help you develop your performance in your upcoming career. 

● Strong communication skills.   

● This will make a career in developing sectors.   

● Ability to work in tight schedules●       

 

 

 

 

 

 

 

  Threat:  

 

 ● Geographical issues that result in disrupted production.  

 ● Low participation of workers that hamper production.   

 ● Low participation of staff that creates a tough situation.   

 ● Low quality person, an employee.  
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4:2 Skills Acquired During My Internship Period 

  

During my ten-week internship period as an intern at Snowtex Group, I was able to acquire certain 

skills that I can use going forward. 

Some of these acquired skills are listed below: 

● Time management. 

● Improved Bijoy Typing. 

● Writing skills. 

● Improving my communication skills. 

● Workplace behavior and etiquette are maintained. 

● Improving presentation skills. 

● Professional attitude growth. 

● Help me to reduce my introvert nature. 

● Professional Work Ethics 

● Critical Thinking of Mine 

● Customer/Client Handling details 

● Suitability & Adjustability 

● Technical & My Software Skills (for example, MS Office, industry tools) 

 

4:3 Future prospect for my future professional trajectory: 

● Job promotion prospect 

● Skill Development Advantage 

● Leadership Opportunity 

● Training & Certification chance 

● Networking Advantage 

● Mentorship Opportunity 

● Career Transition Opportunity 

● Employee Engagement Possibility 

● Personnel acquisition improvement possibility 
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4:4 Learning from practical work and academic work: 

  

 

A huge difference is that it has practical work mainly to do with one's own knowledge and 

experience, whereas academic work is preferred as doing it to learn and explore for an upcoming 

career. 

  

Main focus: In practical work the main focus is applying the knowledge and experience we 

gathered. And the main focus of academic work is thinking and understanding the work carefully 

and learning through this. 

  

Experience: practical work is hands-on experience and of the experimental type, but academic 

experience is theoretical and also of the analytical type. 

  

Learning style: in practical work, we are learning by doing, but in academic work, we are learning 

by studying. 

  

Skills: Practical work skills are technical and practical, and academic work skills are critical and 

analytical. 

  

Focus on practical work: Focus on doing, experiencing experimentation. Academic work is 

focused on understanding ideas, critical thinking, and research. 

  

Based on: Practical work is based on real-life tasks and problem solving, and academic work is 

based on reading, writing, and thinking. 
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4:5 My internship outcome: 

 

For this internship period, I got the chance to learn from the most talented team. Here, I 

developed my confidence, scope, and learning and also communication skills. 

  

Professional achievement: Through this internship, I could learn how to work professionally 

and do it the right way and also maintain a tight schedule. Besides this, I can develop my 

workplace behavior and adjust myself in a working environment also. 

  

Skill development: I entered my internship period with academic knowledge and skills, but after 

joining the team, I could develop my skills with hands-on experience. Here I developed my 

communication skills, my training skills, technical skills, and designing skills. 

  

Professional network building: Through this internship, I can build a good professional work 

bond with renowned companies like SARA LIFESTYLE, DECATHLON, RICHLU, and 

COLUMBIA. 

  

Personal growth: Besides professional development, the experience helped me in personal 

growth also, like it improved my confidence and ability to think critically and improved my 

presentation of myself and also the better way to talk and communicate. 

  

Industry understanding: This 10-week journey helped me to understand the basics of industry. 

I understood how the working industry actually runs. 

  

Develop confidence: This internship developed my inner confidence. Before joining here, I was 

not so confident in myself that I could work alone in a tight schedule, but this internship gave me 

this chance, and I developed my confidence. 
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4:6 Specified my work I did on office :  

 

1: File writing and file management of employee: I wrote the files of the employee and managed 

the files of the employee. Took necessary information and paper from the employee. Collected 

their certificate, Nid card copy, national citizen certificate, etc. 

2: Entry information: Enter the information online. Made a file for everyone to enter their 

information. 

3: Design: I designed some of the posters for training purposes. Using tools like Canva, I made a 

poster for the training session. 

4: Skill validation: Made documentation for skill validation and entry validation online 

5: Excel work: Made an Excel sheet on skill number, whether the skill is valid or not, and a result 

sheet on Excel. skills name list, list of new joining people. 

6: Training session: Maintain the training session time schedule, work on the training purpose, and 

conduct the training examination. 

7: Joining people: Help the employee to join, take a basic interview, and take orientation on the 

company overview. 

8: Promotion and transfer-based work: Promoted people with designation and salary growth. 

Transfer MTO according to their work experience. 
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Chapter 05:  

Introduction to the Training and Development  

 

5.1 Definition of Key Terms:  

  

Human Resources (HR): HR ensures that the company appoints the correct individual for that 

company, treats him genuinely, develops him, and also keeps all of them working together in a 

synchronized manner and ensures that all are legal. Communication: Communication involves 

transmitting data, ideas, and/or feelings from person to person or from group to group. Training: 

Training involves a course of instruction or gaining knowledge in a certain field of expert 

individuals. Development: Development encompasses growth and expansion. Development 

involves transforming a new product into something extremely interesting. Organizational 

Communication: Information transmission in a company, when pooled effectively, for a common 

goal, with communication, it also promotes the development of that company.  

5:2 Concept of Training and Development: 

 Training and development are a core part of Human Resource Management (HRM) and 

considered most important for success in companies. These involve a course of instruction in a 

certain area of knowledge from experts. This involves a systematic approach in increasing the 

skills, knowledge, and capabilities of an individual employee to make him best in that area and 

aims for upcoming goals. This plays an important role in HRM as employees are one of their most 

valuable assets. 

5:3 Importance of Training and Development:  

Training involves increasing capabilities of employees to execute their duties in a most effective 

manner, increasing productivity, reducing failure, as well as increasing satisfaction with their 

work. Development involves developing leaders and mentors for companies, increasing creativity, 

and keeping all in a dynamic setting. 
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5:4 Importance of Communication in HR Practice: 

Communication in Training Preparation: Communication in training preparation plays a 

significant role in understanding. To acquire knowledge, proper communication in training 

preparation is a must. HR needs to communicate with supervisors, line managers, as well as 

employees, in order to identify their training needs. Very effective communication in training 

preparation takes place in HR, as they are supposed to communicate with all. Effective 

communication in training preparation also benefits HR, as it becomes easy for HR to 

communicate with all.  

 

5:5 Communication in Training Delivery: Communication from a trainee to a trainer can make 

a difference in training delivery. A trainer needs certain communication skills like clarity, 

expression, body language, as well as listening, and understanding how a good trainee understands 

and retains information. Effective communication from a trainee to a trainer also promotes 

participation. 

 

5:6 Theoretical Framework Several communication theories provide that good communication 

impacts training and development. 

 

 Below are the following theories that are relevant to this: 

Shannon–Weaver Model of Communication: The Shannon and Weaver model explained 

communication as a linear process including a sender, message, channel, receiver, and barriers 

(noise). In training contexts that “noise” can feature language trouble, ambiguous instructions, or 

cultural differences.  

Organizational Communication Theory: This theory refers to how communication patterns 

influence organizational functioning. An organization's structures affect how training-related 

messages are transmitted and received. How important is communication for an organization?  
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SMCR Model: 

The SMCR model refers to four segments: Source, Message, Channel, and Receiver. 

In the training period, the trainer’s communication skills are the (Source), the instructional content 

is the (Message), the medium of the delivery is the (Channel), and employees’ understanding 

abilities are the (Receiver) for establishing training success. 

  

Social Learning Theory: 

This theory refers to the fact that an individual can learn through monitoring and collaboration. 

Effective communication enhances the manifestation, and modelling is the key method in training 

sessions. 

  

5:7 Importance of Communication in HR Training and Development (Summary): 

Effective communication is very essential for the success of the Department of Human Resource 

Training and Development sector, I must say. It enhanced the HR professionals' ability to 

accurately analyze training needs. Communication upgrades employee participation, facilitates 

feedback, and certifies the training strategies with target goals. Basically, communication reduces 

misunderstandings and makes a positive learning culture. Overall, clear and strong communication 

within the HR T&D sector refines employee performance, supports professional growth, and 

contributes to organizational growth and development. Communication also supports 

collaboration, persuasion, and employee development and growth and also creates a positive work 

environment. Effective communication is key to the HR training and development sector. 
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Meet The Team Members of Training & Development: 
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Chapter 6 

Conclusions 
 

Conclusion : 

The training and development sector of the human resources department is a key component of an 

organization’s long-term success. Through strategic planning, skills enhancement, and continuous 

learning initiatives, this sector ensures that employees are not only equipped to meet current 

organizational demands but are also prepared for future challenges. I can proudly say that my time 

working with the training and development sector of the HR department has been a purposeful 

period of growth not only personally but also professionally. What started as an academic 

obligation gradually became an enriching experience to truly understand how important employee 

development is for the success of any organization. Being directly involved in training activities 

helped me see how learning can transform not only skills but also confidence, teamwork, and 

workplace culture itself. During this journey, responsibility was more deeply rooted; 

communication and organizational skills were enhanced, and challenges could be approached with 

patience and adaptation. These experiences shaped my understanding of HR beyond theory and 

gave a clearer picture of how thoughtful training programs support both employees and the overall 

goals of an organization. More importantly, it helped me find my strengths—be it by planning, 

facilitating, or simply connecting with people. Going ahead, I find great prospects for myself in 

training and development. Demand keeps growing for continuous learning, digital training, and 

leadership development, and I am committed to building upon the foundation already achieved. 

Whether through further studies, certifications, or hands-on practice, I am committed to expanding 

my skills and meaningfully contributing to HR in the future. This experience has finally shaped 

not just my professional path but also reconstructed my passion to help others grow. As I head into 

the next phase of my journey, I take away with me lessons learned and motivations to keep 

developing. 
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6:1 My sincere gratitude towards:  

 

Daffodil International University:  

I would like to thank my university, which is Daffodil International University. The environment 

of learning, as well as support from all faculty members, inspired and affected my development. I 

thank you for your continuous support, which has brought all your capabilities in teaching, 

training, and developing me in multifaceted ways. I will always be satisfied with DIU for their 

being a major part of my life. 

 

Snowtex Group:  

I would like to thank Snowtex Group. This group has taught me precious lessons and has been a 

continuous support for me. I am grateful to all of my supervisors and colleagues for their feelings 

of happiness, support, and cooperation. The professional environment of this place has increased 

my capabilities as well as boosted my confidence. I am always grateful for all of the opportunities 

that I received from Snowtex Group.   

 

All faculty members of JMC:  

 

I would like to thank all of my honorable faculty members of journalism and media 

communication. Their valuable support, teaching, and encouragement have greatly shaped my 

personality, and their significant contributions and support are also present in my development as 

a successful person in this professional career. I thank all of you for investing your valuable time 

in my development. All of you are a major cause for my motivation to aim higher. 
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To my academic supervisor: 

  

My sincere gratitude to my academic supervisor, Md. Meherabul Haque Rafi. Thank you for your 

persistent support, mentorship, and perseverance. Your guidance has enhanced my understanding 

and boosted my confidence. I will always be grateful for everything you have done for me. 

  

  

  

  

To my internship supervisor: 

I wanted to express my sincere gratitude for the professional trajectory, support, and patience 

you’ve shown me throughout my internship. Your inclination to share your knowledge, provide 

meaningful feedback, and create an amazing environment where I could learn and explore. Thank 

you for trusting in me and encouraging me in every step. I’ve learned more from you than I 

expected—from technical skills to professionalism, it is all because of your excellent mentorship. 

  

  

To the Training & Development team members: 

  

My sincere gratitude goes to my office team members in the HR Training and Development sector 

in the Snowtex group. Working with such a supportive and talented team has been an outstanding 

experience for me. I truly appreciate everything I received every day. The teamwork and 

professionalism helped me to learn, explore, and grow in life. I will remain grateful to be a part of 

this amazing team. 
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6:2 Appendix A: Work I did 

 

 
 

 

 
Figure 1 File Writing 
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Figure 2 File Management 
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Figure 3:  Help The Team To coordinate The Examination 
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Figure 4 : Exam Guard Duty 
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Figure 5: joining New Employee 
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Figure 6 : Orientation time. 
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Appendix B: Sample work  
 

 

 

 

 
Figure 7 : Skill Validation 
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Figure 8: Training Session 
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Figure 9: Safety And Guard Training 
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Figure 10 : Training Schedule Poster Design 
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Figure 11 : Exam Validation Result 

 

 

 
Figure 12: 7 Days Training Session 
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Figure 13: Documentation Ready For Audit. 

 

 

 

 

 



P a g e  | 59 

 

 

 

 

 
 

Common Skill Names 
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Figure 14: Harassment Training in my 7th day at office. 
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Figure 15: T&D Work List. 
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Figure 16: Poster Design for training 
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Figure 17: File and Service book writing. 
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Figure 18: Supervisor Training on Workplace Behavior. 
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Figure 19: Training Document Ready. 
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Figure 20: Poster Design 
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Figure 21: Skill Name List 
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Figure 22: Examination Marks. 
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Figure 23: Training time. 

 

 

 

 
 

Figure 24: Workplace behavior Training. 
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Figure 25: 7 days Basic training for staff. 
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Figure 26: Personal Record file ready. 
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Figure 27: Examination Paper check. 
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Figure 28: Service Book Writing. 
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Figure 29: Health and Safety Examination. 
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Figure 30: Exam Paper check 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



P a g e  | 78 

 

 

 

 
 

Figure 31: Exam Paper make. 
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Figure 32: Question Paper Ready for orientation. 
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Figure 33: With office Senior. 
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