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EXECUTIVE SUMMARY

Now days, organizations are not only looking for technical skills or higher CGPA graduates only
but also smart &people with soft-skills. CGPA is just an entry requirement for the job. But to get

the job it is necessary to acquire certain SOFT SKILLS are necessary.

A number of executives from different organizations are being called to DIU to get ideas about
their requirement & make a comparison between the knowledge & skills of the fresh graduates.
The finding was shocking. Graduates don’t have any lacking on their subjective knowledge but

in the skill section.

From this finding, the authority comes to a decision to launch a subject that will improve the skill

gap & the result is ‘Employability Training’.

The specialty of this training is that it is activity based rather than traditional book-based
knowledge. These activities are designed in such way that students have to do what they really
need for their skill development such as problem solving, team playing, taking leadership,
brainstorming, presentation etc. which they have to perform on a daily basis throughout the
training. Students are being taught a new topic in every class focused on those aspects that they

will face in their corporate environment.
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CHAPTER ONE

Introduction
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Introduction

The original Latin word “universitas” refers in general to "a number of persons associated into
one body, a society, company, community, guild, corporation, etc". At the time of the emergence
of urban town life and medieval guilds, specialized "associations of students and teachers with
collective legal rights usually guaranteed by charters issued by princes, prelates, or the towns in
which they were located” came to be denominated by this general term. Like other guilds, they
were self-regulating and determined the qualifications of their members. In modern usage the
word has come to mean "An institution of higher education offering tuition in mainly non-
vocational subjects and typically having the power to confer degrees,"” with the earlier emphasis

on its corporate organization considered as applying historically to Medieval universities.

Daffodil International University (DIU) is recognized as one of top graded universities in
Bangladesh. The university has been established by Daffodil Group with the approval of the
Ministry of Education under the Private University Act of 1992 and its amendment in 1998 and
Daffodil International University came into being on 24th January 2002, the University today
combines impressive modern facilities and a dynamic approach for teaching and learning

environment.

Origin of the Study
The Internship report is required a principal prerequisite for the satisfaction of the Bachelor of
Business Administration (BBA) course curriculum of Daffodil International University. For this
internship, | was allocated to Office of the Vice Chancellor of Daffodil International University
by the endorsement of the university. Thetopic of this internship report is “Training &
Development (Employability Training) of office of the Vice Chancellor, Daffodil International
University” which is chosen by the academic supervisor Associate Professor and Head Gouranga
Chandra Debnath. With legitimate direction of academic supervisor and authoritative directors |
have arranged this report. For any business school students understudy just educational programs

movement isn’t sufficient for taking care of the genuine business circumstance, along this line it
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is an open door for the understudies to think about the field of business through the internship
report program. As internship report program is an ideal mix of the theoretical and practical

knowledge. The internal instructor assists me with preparing this internship report.

Objectives of the Study
Broad objective:

The primary purpose of this report is analysis of Training & Development Process of Daffodil

International University-A case on Office of the Vice Chancellor, DIU. .

In line with the broad objective, the detailed objectives of the study may be spelled out as

follows:
Specific objectives:

e To identify the need ofEmployability Training.

e To find out the objective of Employability Training.

e To analyse the process of Employability Training.

e To make sure the student attachment to the Employability Training.

e To provide proper recommendations on the basis of the analysis of Employability

Training.
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CHAPTER TWO

Training & Development Process of Daffodil International University-A

case on Office of the Vice Chancellor, DIU.
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Training & Development Process of Daffodil International University-A case on Office of
the Vice Chancellor, DIU.

Definition: Training and Development

Training and Development is a subsystem of an organization which emphasize on the
improvement of the performance of individuals and groups. Training is an educational process
which involves the sharpening of skills, concepts, changing of attitude and gaining more
knowledge to enhance the performance of the employees. Good & efficient training of
employees helps in their skills & knowledge development, which eventually helps a company

improve.

Training is about knowing where a company is in the present and after some time where will
they reach with their abilities. By training, people can learn new information, new methodology
and refresh their existing knowledge and skills. Due to this there is much improvement and adds
up the effectiveness at work. The motive behind giving the training is to create an impact that
lasts beyond the end time of the training itself and employee gets updated with the new
phenomenon. Training can be offered as skill development for individuals and groups.

Organizational Development is a process that “strives to build the capacity to achieve and sustain
a new desired state that benefits the organization or community and the world around them.”

©Daffodil International University 5



Training and Development Process

Evaluate v Identify
Performance Training Needs

" $
Conduct and

Deliver
Training

Establish
Objectives

“ Select Training
Methods

Importance of Training and Development

For companies to keep improving, it is important for organizations to have continuous training
and development programs for their employees. Competition and the business environment keep
changing, and hence it is critical to keep learning and pick up new skills. The importance of
training and development is as follows:

» Optimum utilization of Human resources

* Development of skills like time management, leadership, team management etc

* To increase the productivity and enhance employee motivation

* To provide the zeal of team spirit

* For improvement of organization culture

» To improve quality, safety

* To increase profitability
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* Improve the morale and corporate image

Need for Training and Development

Training and development of employees is a costly activity as it requires a lot quality inputs from
trainers as well as employees. But it is essential that the company revises its goals and
efficiencies with the changing environment. Here are a few critical reasons why the company
endorses training and development sessions.

¢ When management thinks that there is a need to improve the performances of employees.

e To set up the benchmark of improvement so far in the performance improvement effort.

e To train about the specific job responsibility and skills like communication management,
team management etc.

e To test the new methodology for increasing the productivity.

Advantages of training and development

Training and development have a cost attached to it. However, since it is beneficial for

companies in the long run, they ensure employees are trained regularly. Some advantages are:

e Helps employees develop new skills and increases their knowledge.

e Improves efficiency and productivity of the individuals as well as the teams.

e Proper training and development can remove bottle-necks in operations.

e New & improved job positions can be created to make the organization leaner.

o Keeps employees motivated and refreshes their goals, ambitions and contribution levels.
Disadvantages of training and development

Even though there are several advantages, some drawbacks of training and development are

mentioned below:

e |t is an expensive process which includes arranging the correct trainers and engaging

employees for non-revenue activities.
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e There is a risk that after the training and development session, the employee can quit the

job.
Training and Development Process

Training and development are a continuous process as the skills, knowledge and quality of work
needs constant improvement. Since businesses are changing rapidly, it is critical that companies
focus on training their employees after constantly monitoring them & developing their overall

personality.
Steps for training and development processes are:

e Determine the need of training and development for individuals or teams

e Establish specific objectives & goals which need to be achieved

e Select the methods of training

e Conduct and implement the programs for employees

e Evaluate the output and performance post the training and development sessions.

e Keep monitoring and evaluating the performances and again see if more training is

required.

Hence, this concludes the definition of Training and Development along with its overview.
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CHAPTER THREE

Trainings offered from the Office of the Vice Chancellor,

Daffodil International University
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Trainings offered from the Office of the Vice Chancellor, Daffodil International University

Office of the Vice Chancellor of Daffodil International University offers several training &
workshop for Teachers, Employees & Students. These courses are being conduct several times

throughout the year.

Teachers Training & Workshop:
e How to create an interactive course:

The aim of this training is to design a course for students with an innovative & effective way.

This helps to reduce barrier in student interaction in the class.
e Student engagement teaching:

It is the upgraded version of “How to create an interactive course”. This training is focuses on
the student’s involvement in teaching. In this training teachers get idea about bringing students in
the teaching with asking them question & collect feedback & find out the gap in teaching.

e Questioning Question Training:

This training is an enhanced & advanced version of “Student engagement teaching”. The goal of
this training is to build up question asking ability of students & help them finding answers with

their own questions.
e Participatory Engaging Teaching (PTE):

This is a 3-day long course. Throughout this training teachers learn to develop a course in such
way that it requires less effort but more efficiency in teaching. Students involvement in practical
& real-life example & increase student engagement throughout the course are the priorities here.
This training has 3 Steps:

» Course Design (One topic).
» Design assessment.
» Final Assessment.
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Employee Training & Workshop:
e Employability Training:

This training was developed to increase skills of the employees. Now this training is open for
everyone. Teachers, employees, students- all can participate in this training. This training
consists of 15 to 32 classes on basis of need. It has 3 parts. Each part has 5 to 10 classes & all
each class is 3 hour long. Parts of this training are:

» Basic skill development
» Professional/Advance skill development
» Project Skill Development

Student training & Workshop
e Problem Solving Workshop

This workshop conducted with a view to help students to find out their own problem & make

solutions by their own.
e Basic English Training

Most students suffer from English grammar problem, writing a correct sentence etc. They also

lack reading & writing habit. This training helps students to develop basic English skills.
e YOU Workshop

This training is also known as confidence building workshop. In this training students get idea

about how their mind work & trust in themselves.
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Employability Training

All About Your Brain! YOU.

All About How to work done! My Skills.

How would I tackle a situation? Daily Situations.

How do you learn something? Learn a Language.

How would I develop myself? Self-Development Plan.

Is a habit of regular reading important? Habit of Reading.
Do people need personal skills? Personal Skills.

How to develop personal skills? Personal Skills.

© o N o U B~ w D P

Why do we read? Comprehension.

=
o

. Do we know how to learn? Learning.

[
[

. Is it important to be grateful? Gratitude.

=
N

. How to write a complete article? Complete Article.

=
w

. How would you do the project? Project Steps.

[EEN
SN

. What should I document? Documenting.

=
ol

. How will I know things are working? Checking Success.
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All about your brain! YOU

“KNOW THYSELF” is a well-known quote all over the world. So, in the first lesson participants

are taught how to know themselves & what capabilities their brain has. They learn the power of

their brain and use it as the most powerful tool they possess for their entire life. They are being

taught good way to use their brain & how to use their brain without formal learning. During this

class participants perform several brainstorming activities such as pair discussion, idea

generation, keycard idea writing & collaboration of religious thoughts with learning.
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All about how to work done! My Skills.

Now day, employers are more interested in interpersonal skills rather than academic result. For
them, academic performance is just a simple factor of benchmark. They want an employee who
is ready to perform in any situation & has the skillset a corporate environment requires. During
this session, contributors are taught different characteristics of personnel they have to face in the
corporate world and by which skills they can acquire the ability to maintain the corporate culture.
They learn how to greet people properly, establish communication, attitude development & self-

development through learning, reading & feedback.
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How would I tackle a situation? Daily Situations.

Corporate world consists of various type of people. Every situation is uncertain. A slight change
can cause an instant & intense serious trouble. An employee always need to be prepared for this.
In this case, they have to use theit interpersonal skills to tackel these type of situatuion. In this
session participants get to know about tackle situations in a smart way & maintain mental
stability. They can do this by making proper plan, doing initial greetings & starting conversations
with others. Another important factor taught here is self impression creating through proper

dressup.
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How would you learn something? Learn a Language.

Communication is the first step to approach in every organization. Language helps here to make
the proper communication. Every person has fluncy over their native tongue. But it is needed to
be able to communicate with an international language, English. Each & every business is trying
to operate globally. A common language helps to make connection easy. In this session
contributors learns how to learn a 2" or 3" language with less effort with higher efficiency.

Motivation

Listen .| Skills of a
Language
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How would I develop myself? Self-Development Plans.

Human race evolved from time to time by the need of circumstances. For now, need is not
enough to keep pace with era. That is why self-development is must. Before self-development,
one must identify what s/he has to offer & what lacking they face in corporate. Then prepare a
plan according to the findings. In this stage of the training participants get ideas about the
necessity & how to make a suitable self-development plan for themselves. This class contains
Listening Skills, Emotional Intelligence, Verbal Communication & Effective Speaking, Group

Communication etc.
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Is a habit of regular reading important? Habit of Reading.

“A reader lives a thousand lives before he dies, The man who never reads lives only one.” —
George R.R. Martin. Some people read to memorise, soeme read to learn. But, people are losing
the habit of reading gradually. They are much more interested in watching videography or
listening to audio. Throughout this class participats get to know how to develop reading habit &

its effect in profrssional life.
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Develop a reading habit in English:

e READ to learn

e READ for fun

e READ to find out

e READ to understand
e READ to improve

e READ to succeed

e READ for knowledge

e READ to write better
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Do people need personal skills? Personal Skills.

Every person can be differenciated by their personal skills. Some special skillset is enough to
create difference with a normal person with an extraordinary person. Their success depends on
those skills. To act, work & present different from others, people need to find out & add some
extra twist to their personal skillset. Candidate learn about why they need personal skills & how

to develop & implement those skills in work.
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How to develop personal skills? Personal Skills.

Normal human being never born with a good quality of personal skill. Every person develop
their skills by analysing, observing, learning & comparing personal skills with others. This
process is called self appraisal. This leads to proper method of personal skill development. In this
class the mentors main goal is to teach contributors how to develop personal skills through self

appraisal.
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Planning Time Management
Monitoring Flexibility
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Why do we read? Comprehension.

Studens usually read to pass the exam. Basically they memorise the words and just vomit on their
exam paper. Their learning is ZIRO when their result is best in every situation. They failed to understand
what the subject actually taught. This is where the instructor taught how to link students reading to their

knowledge & to find answers from within the questions. This helps students understand their reading
better.

Guess

Question \
=\ 4.Compare
Answer \

Clues /

1.Title  What| amlooking for?

What the author

2,0Ugss may talk about?

How vald ﬁeadmg

Futher work:-"'- What areas does

\' 1
ey e e cover? ___:,_,._-.-_5'Answers . Mode Summary
clevant? - »

3 Check Co.nclusmn
Main data  Graph

Reference 6 Ciation section Interpretation
Method

©Daffodil International University 22



Do we know how to learn? Learning.

Learning is the process of acquiring new, or modifying existing, knowledge, behaviors, skills,
values, or preferences. The ability to learn is possessed by humans, animals, and some machines;
there is also evidence for some kind of learning in certain plants. Some learning is immediate,
induced by a single event , but much skill and knowledge accumulates from repeated
experiences. In this session students would be taught about how to learn fast.
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Is it important to be grateful? Gratitude.

Gratitude, thankfulness, or gratefulness, from the Latin word “‘gratus” pleasing, thankful,is a
feeling of appreciation felt by and/or similar positive response shown by the recipient of
kindness, gifts, help, favors, or other types of generosity, towards the giver of such gifts. It is one
of the best qualities any human being possess. In this class participants will be taught how to be

greatfull and show gratitude.
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How to write a complete article? Complete Article.

To make a report for higher authority an employee must know how to prepare an article. Without
this basic skill, communicaion will be hamper by no means. The main purpose of this class is to
teache students the proper way of making a complete article.
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How would you do the project? Project Steps.

Properly planning a project & execute the project is another remarkable skill for corporate job.
Every person has more or less experience about planning & execute a small project. But,
organizational projects are much more bigger than those. During this session students will learn
about making a plan of a project & how to execute that plan in an efficient & effective way.
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What should | document? Documenting.

Keeping every steps recorded helps an employee to keep track of their movement & progress of
a project. It also assists for their plan execution process. So, clear idea & practice of
documentation is another necessary aspect of a skilled employee. Throughout this session
students will get knowledge about effective documentation process & get hands-on practice of
documentation.
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How will I know things are working? Checking Success.

When anyone is working on a project, it is a must observe every steps of the process & find out

the progress. Self-development is such a project. In this stage students will be measure their own
progress from the first day of class till present day.
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CHAPTER FIVE

Summary & Conclusion
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Findings &Recommendations
Findings:
From the following discussion about the process of employability training, the findings are:

e Graduates/Students has no knowledge about what skills they lack (e.g. Personal skill-gap/
Professional skill-gap).

e Students are not aware of skill-based trainings.

e Method of teaching of academic course teachers is still bookish.

e This course is not available for mass students.

e Insufficient training schedule.

e Lack of trainers.

e Not available for academic students yet.

e Need professional’s involvement.

e 3-hour long sessions.

Recommendations:
There are some recommendations on the findings:

e Arrange more skill-based training specialized for every department.

e Create awareness among students about why they need skill-based training.

e Teachers should focus on real-life alike hands on practice teaching method.

e Make the training more available for the students.

e Number of training should be increased.

e Train more Mentors/Trainers for mass involvement of the training.

e Introduce this training as a mandatory academic course for students.

e Arrange some sessions with Professionals from corporates to get idea about real
corporate knowledge.

e Design 1.30 hour back to back two classes for better student involvement.
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Conclusion & References

Skill development is such an essential aspect for the current job market. It is undeniable in every
way. All academic outcome will be useless if a Graduate fails to deliver the work skills the
organization seek for. Throughout this training, student practices about self-development,
corporate relationship building, etiquette & gratitude, idea formulation, collaboration of ideas &
successful idea implementation. This helps a graduate to boost their career & sustain in the

competitive corporate world.
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