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Abstract

This report presents a full account of my three-month internship experience in the
Human Resource department under the Skill Jobs Internship Program. The main
purpose of this internship was to bridge the theoretical knowledge with practical
work and increase professional experience and personal skills.

The internship is divided in two part. In the first part, I got the opportunity to gain
basic understanding of human resource management, employee recruitment,
professional behaviour, communication strategies, and administrative processes
through a month-long training. In the second part, I got the opportunity to work with
Skill Jobs directly during a three-month practical internship. There, [ was directly
involved in various activities including CV screening, assist in onboarding,
interview scheduling and office management

Finally, I would like to say that this internship program provided me a practical
experience on human resource management and inspired me to build a long-term
career in this field.

Key Words:
HR and Admin, Skill Jobs, Challenges, Internship Report , Training , Experience

Recruitment, Communication, Interview,
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Chapter 1: Introduction

Academic learning becomes meaningful only when a student gets the opportunity to
apply classroom knowledge in a practical work environment and culture. For this
reason, internship programs play a very vital role in a student’s professional journey.
I chose the Human Resource Management Internship Program offered by Skill Jobs.
I always wanted to know and observe how HR departments daily tasks are
performed. Activities like assist in recruitment, CV screening, interview Scheduling,
Assist in Onboarding, employee data management, and office Management can only
be understood properly when someone gets real life experience. This internship
program gave me that opportunity.

HR departments are often considered as the foundation of an institution because it
deals with people which is the most crucial asset of any organization. They ensure
that the correct persons are selected and trained. The HR department naturally
attracted me. Actually my goal is to become a well skilled HR Manager, and this
internship program was a great opportunity for me.

At the time of this internship, I worked with Skill Jobs. Through this program, I
improved my communication skills, office Management, leadership qualities, email
etiquette, time management, critical thinking and problem-solving abilities.

This report shows a detailed overview of my internship journey. Here I present the
tasks I performed, the problems I faced, the skills I gained, and what I achieved. This
internship program has prepared me to enter the professional world with a clearer
understanding of HR functions.
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Chapter 1.1: Objective

The leading motive of this project is to connect the academic knowledge with
practical work and increase professional experience.

The main objectives of this project are :

e To connect the gap between academic knowledge and professional
experience.

e To build areal life understanding of Human Resource department.

e To learn professional behaviour and corporate culture.

e To develop communication, time management, punctuality, office
management and problem-solving abilities.

e To prepare for a future career in HR and Admin

e To complete the course name “Project Paper with Internship” (Course
Code:ENG431)

o To improve practical Knowledge that align with companies
requirements

To learn the importance of communication in HR and Admin

To improve Leadership Qualities

To learn problem solving and critical thinking skills

Abir 2
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Chapter 1.2: Methodology

Institute selection:

Choosing the appropriate institutions for internship training is a vital part in shaping one’s practical
or career journey. It took me about one month to choose the right organisation for my internship.
However, I chose “Skill Jobs” for my internship organization because it is renowned for offering
effective and job-oriented training programs which connect learners with practical industry
experience.

Departmental Recommendation:

After completing the institute selection part, I needed a recommendation letter. Sol gathered a
recommendation letter from my department. Then I submitted it to the authority of ‘Skill jobs’.

Taking Permission:

To finished my internship program, I required an approval from the authority of Skill Jobs. I asked
an approval letter from Skill Jobs. After taking their permission , I sought acceptance from my
Ssupervisor.

Duration :

The internship was directed over a four-month period (September 2025 to December 2025). The
first month was dedicated to online training conducted by Skill Jobs, one the other hand, the
remaining three months involved real life work placements at various industry or organisation
which help me to gain professional experience.

Abir 3
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Report Preparation:

In this internship report, I have written all my experiences and knowledge from the beginning to
the end of the internship program in a simple and structural way. I have mentioned in this report
what I saw, learned and understood while my internship was going on. Moreover , the rea life
knowledge learned from training, session, guidance and daily work has also been highlighted in
simple language, as a result the report draws a clear portrait of my whole internship experience.

Abir 4

© Daffodil International University



Chapter 3: Why I Choose HR Department

I chose the HR department because I have wanted to know and learn how an
institution manages employees, how it maintains office rules and regulations, and
how it makes an amazing and professional environment for employees. The HR
department is very vital part in any institution, as they are responsible for
recruitment, CV screening, conducting interviews, solving employee problems,
providing training, and maintaining the culture of the institution beautifully. I wanted
to work 1n the HR department out of my interest in learning these tasks up close and
seeing them in practice.

Also, my personality match well with this department. I like to work regularly, feel
comfortable taking responsibility and love talking to people and solving problems.
So working in Human Resource Management will allow me to utilize my abilities
better.

One of the most important thing is—I want to become a professional HR Manager
in the future. I really enjoy working with human resource management and want to
establish myself in this field. As a result, I did this internship, so that I can gain real
life experience from the beginning and build a solid foundation for my future career.

So, choosing HR department was the right and beneficial decision for my career,
which will help me move forward in my professional life

Abir 6
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Chapter 3.1: Roles of HR Department

The importance of the HR department is immense in controlling the development
and infrastructure of an organization. The HR department plays an important role in
selecting skilled candidates, developing their skills, and solving various problems of
employees. Below is a discussion of the key activities of this department.

Selection: The most important and main responsibility of the HR department is
recruitment. In this case, they first create a job description and then select qualified
candidates through various ancillary activities including interviews , CV screening
etc. The HR department checks whether the candidate's qualification scale,
experience and educational qualifications match the company's requirements.

Orientation : Another important task of the HR department after recruitment is
orientation. In this process, they inform new employees about the company's various
rules, culture, and regulations so that new employees can adapt to the company

Training: Another important function is that the HR department organizes various
types of training programs, sessions, seminars, skill development sessions so that
employees can improve their skills and play a major role in the improvement of the
company.

Reward: Besides, the HR department manages the award and recognition system. It
provides promotions, salary increases and various other facilities to employees based
on their performance.

Abir 7
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Selection Process:

Job Circular

CV Screening

Written Exam

Interview

Offer Letter

Acceptance

Orientation

Onboarding

Abir 8
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Chapter 2: Institution Details

Skill Jobs is a practical training, internship and job provider institution that mission and vision is
to link the gap between academic knowledge and real life skills and experience for practical work.
The institution helps students for their future career growth through various training, programs,
session, practical learning, internship program and counseling.

Institute Name Skill Jobs

Established 2000

Location Sukrabad, Dhanmondi, Dhaka

Type Private

Vision To create a qualified and capable human
resource

Abir 5
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Chapter 4: Internship Activities

As I mentioned before that my internship program divided into two parts. First one month I
received basic online training about HR and Administrative functions. Then other two months |
have learned practically through real life Experience.

Training Period ( One Month) :

In the first month, Skill Jobs organised a well structured training period which is focused on the
basic concepts of Human Resources and Administration. The main purpose of this training was to
help the learners gain real life knowledge and skills which is required in a corporate environment.

The training period covered the following vital topics:

Recruitment, Selection Process and CV Screening

e Professional Communication, Presentation Skill

e Office Management and Team Work

e Time Management, Leadership Qualities

e C(iritical Thinking, Problem Solving, Basic HR Tools

Abir 9
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In this training part, I got to learn in depth about several aspects of Human Resources and
Administration. The tutors explained the topics through practical examples, home work and
assignment which developed my learning process.

All in all, this training phase has laid a vital foundation for me, which has encouraged me to work
confidently in the real life later.

Abir 10
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Practical Experience in Industry::

After completing the training period, I was assigned to several organizations like Meghna Group,
Robi, and bKash for real life experience. This experience allow me the opportunity to closely
observe and participate in how human resources and administrative activities are actually assigned
in a variety of corporate environments.

At Meghna Group, I involved with the HR team and assisted in office management and customer
service.

At Robi, I engaged in several stages of the recruitment process including CV screening,
communication, and job circular.

At bKash, I engaged in the administrative department, where I was responsible for event
management, employee attendance record , and other official task.

Working in these multiple corporate environments has taught me that the HR department works
differently based on their institutional needs. Through this practical experience, I understood how
an institution's HR function plays an important role in the instructions progress, and effectiveness.

Intotall, the journey of working in various companies has enhanced my perspective and
encouraged me to work with confidence in my practical life.

Abir 11
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Chapter 4.1: My Tasks

Task 1

Job Advertisement:

I actively played a key role in a job advertisement. [ was responsible for preparing
a job description according to job requirements. I was also responsible for
screening the right cv for the company that match with job requirements.

Creating a job description
Posting a job advertisement

CV Screening

Through this activity I understood the basics of HR department

WE ARE HIRING

..

About Chologhuri: Chologhuri i
customized tours, hotel arra

ism and hoapitality company that offers
te travel services. We are dedicated to
and creating memorable journeys for our

client:

ross various destinations.
Job Titte: Front Desk Officer
Satary: Negotiation

Key Responsibilities

and friendly manner.
using the property

and

ptly and isly.

and

's degree or diploma in Hospitality, Tourism, or related field.
® Prior experience in tront office or customer service (1-2 yoears preferrod).
and P skills.
y In hotel 't (e.g., Opera, Fidelio) and MS Office.
* Strong organizational and multitasking abilitios

What We Offer:

v
e Outstanding Work Environmen t

Send Your CV: %, 01927300500 * chologhuri11@gmalil.com

Location: Chologhurl Head Office , Bangla Plaza, Ashullya, Dhaka

Application Deadline: 30 October, 2025.

Picture of Job Description
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Task 2

Seminar Organizing:

We worked as a team. We were responsible for organizing a seminar titled
“Bridging the Gap from Campus to Successful Career”. We contacted with several
Collages under National University through email or phone call. Then try to
convince them about the program.

I was involved in:
Seminar Organizing
Counseling
Advertising

Through this activity I learned how to organize a program. Through this activity I
helped to understand the basic rules of event management.

Task 3
Assist in Meeting
I was responsible for assisting HR manager in different daily activities. Such as:

e Handle Google Calendar

e Taking Meeting Minutes

e Email Drafting

e Manage Supporting Documents

Abir 13
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Chapter 5: Major Roles and Responsibilities

During this internship program I was involved in various responsibilities and duties
that helped me to gather practical knowledge. At first, I was worried about my roles
and responsibilities but our supervisor guided us properly. As a result I became more
confident in my duties and successfully completed all the duties that I was given.
Some roles and responsibilities were:

e Assisting in recruitment, CV screening and selection
e Assisting in onboarding

e Assisting in employee records

* Assisting in data management

e Handling internal communications

e Supporting office management and customer service
e Preparing HR files and databases

These roles and responsibilities helped me a lot to understand the regular operations
of HR and Administration department. In addition I would like to mention that these
responsibilities helped me to understand the importance of coordination in
administrative functions.

Abir 14
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Chapter 6.1: Skills that I Developed During My Internship

Soft Skill

Hard Skill

Team Work

Email Etiquette

Presentation Skill

Event management

Critical Thinking HR Tools
Positive Thinking Recruitment
Professional Etiquette CV Screening
Time Management Ms Office
Business Communication Organizing

© Daffodil International University
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Chapter 6: Key Learning

Through this internship program, I learned several valuable lessons in both practical
and personal areas of life. This learning period increased my ability to work

confidently, think critically, handle pressure, and manage professional duties with
accuracy and discipline.

Key Learning from this internship program :

Understanding the recruitment, CV screening, and selection process
Learning employee onboarding and orientation

Improving communication skills in professional settings

Learning the basic tasks of the HR and Administration department
Learning how to work with teammates

Adjusting to the corporate environment

Learning how to work under pressure

Developing leadership qualities, time management, and critical
thinking

Gaining experience in customer service and office management

Learning email etiquette

Abir 15
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Chapter 7: Challenges

When we start a new task, we face many problems or challenges that worry us. But
if we can overcome them ,our next journey becomes smoother. Similarly when I
joined this internship program I faced some challenges.

Some challenges I faced were:

e At the beginning, I felt nervous and uncomfortable when speaking with the
supervisor.

e During the first few days, I had trouble adjusting to the new place, new
environment, and new people.

e [ felt shy and nervous about asking for help when I needed it.

o [ faced difficulties in managing time and maintaining accuracy.

e [ had limited interaction with colleagues and other officials.

e Balancing internship activities, report writing, academic pressure, and
personal duties was hard to manage at the same time.

o [t was difficult to adapt to the institution’s environment.

Abir 17
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Chapter 8: Findings

During this three-month internship program at Skill Jobs, I have learned many crucial things
about the major roles and responsibilities of the HR departments. The major things I have
understand from this professional experience are listed below:

1. Recruitment Process

I have seen that institutions follow a specific and step-by-step process to hire right candidates for
the company.

e (CV screening

e Short listing

e Interviews are conducted

e And then the final selection is made

This confirms the recruitment of qualified and skilled candidates in the institution .

2. Importance of Communication
An effective communication system is very crucial in HR work. I have seen:

e Talking to candidates professionally on the phone
e Professional email communication with various departments
e Coordination and maintaining good relationship with various departments

These make the work of the organization much easier, dynamic and play a vital role in company
development

3. Training and Development Activities

Organizations arrange regular training and development program to increase the skills of
employees. Such as ,

e Seminar

e  Workshops

e Job training

Abir 18
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Through these skills development program, candidates can learn quickly and gain more
knowledge.

4. File Management

I learned that maintaining HR files and employee information is a very vital and confidential
matter.

e File Maintenance

e Data organization

e Keeping employee information updated
5. Importance of Organizing Career Programs

e Seminars

e (Career programs

e Job fairs

These programs are very helpful for students and job seekers. By organizing a seminar on
“Bridging the Gap: From Campus to a Successful Career”, I understood that these career
programs make students aware of their future.

Abir 19
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Chapter 9: Conclusion

This Internship Program at Skill Jobs were one of the most important experiences of
my academic and practical life. This internship program helped me understand
firsthand what real life work is like in a corporate culture. I was able to learn a real
understanding of modern human resource management, administrative work and
office work.

At this time, I learned selection process, CV screening, Interview scheduling,
onboarding, business communication, customer service and employee data
management. In addition, I also developed some soft skills such as leadership
qualities, critical thinking abilities, problem solving, teamwork, time management
and confidence . These skills will be very helpful to me in the future.

At first I faced some challenges in adjusting with the new culture, shyness , time
management and lack of confidence, but gradually I overcome them with the
guidance of my supervisors and the help of my senior colleagues. These challenges
ultimately made me more mature and prepared.

In general, this internship program enhanced my knowledge, skills and professional
experience. It further strengthened my dream of pursuing a career in HR. In the
future, I would like to build my career in the junior division. I believe that these
skills and experience will help me a lot in my career.

Abir 20
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Chapter 10: Appendix

Internship Questionnaire:
e What are the main roles and responsibilities of an HR department?
e How does an HR team ensure the right candidate?
e What are the challenges that an HR department typically faces?

e What are the most important skills in an HR department?

Acronym :
HR Human Resources
MM Meeting Minutes
IT Information and Technology
HRM Human Resource Management
CD Country Director
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Joining Letter from Skill Jobs

Sh“jObs | www.skill.jobs|

@ 102/1, Shukrabad, Mirpur Road, Dhanmondi, Dhaka-1207 &3 01847027537 B contact@skilljobs

Human Resource Department
102/1 Sukrabad, Mirpur Road, Dhanmondi, Dhaka-1207
Date: 03/12/2025

To,
Abir Hasan

Subject: Offer Letter for Internship in HR & General Administration Department.

Dear Abir Hasan ,

We are pleased to inform you that your application for an internship in the HR & General
Administration Department at SKill Jobs has been accepted. Here are the terms of the
internship while working with the company.

Internship Details:

Position: Intern - HR & General Administration Department
« Duration: From 01/10/2025 to 01/02/2026
« Designation: Intern
«  Working Hours: 10:00 AM to 5:00 PM

Terms and Conditions:

e As an intern, you will not be entitled to any salary, stipend, or other benefits during this
internship.

¢ Your performance will be evaluated periodically by your supervisor, and feedback will be
provided to help you develop your skills.

* You are expected to follow the company’s code of conduct, rules, and regulations
applicable to all employees during your internship period.

* You are expected to maintain the confidentiality of any sensitive information you may
come across during your tenure.

e The internship does not guarantee a permanent position with the company at the
conclusion of the program.

You are also advised to submit your internship Report to HR Division after the successful
completion of your internship period along with the Performance Appraisal from our
organization.

Sincerely,

@ Les .

Md. Rubel Hossain

Executive Officer (Admin & HR)
Skill Jobs

Cell: 01847334829
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Institution Logo:

Skinjobs

Meeting Time:
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