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Career Objective I want to become a professional in development sector where 

I  can use my knowledge skills in improving quality of poor 
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INTERNSHIP DETAILS 
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My Working Section  
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Designation  

 

Specialist, Social Media and Digital Marketing. 

 

Start Date  
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End Date  
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Hours per Week  

 

40+ hours 

 

The Total Working Period  

 

Approximately 12 weeks.  
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INTRODUCTION   

 

As a student of media studies and journalism, I have always been fascinated to work in a 

recognized NGO at communication unit.  The Ngo’s communications is interconnected with 

traditional and digital media, each with its own complexity and culture that embraces quick-

moving globalization that is constantly changing and evolving. By being a curious mind student I 

always looked forward to work in somewhere that helps me to develop a clear idea about 

communication for development and how it is changing continuously so that I can have a concept 

what would be the future opportunities of this sector and which kind of skills would be required 

for that.   Hence I have decided to do my internship in BRAC because it is a number one NGO of 

the world and if we talk about some pioneer NGO for Bangladesh development then BRAC would 

be one of them. 

Fortunately on that time Skills Development Program gave circular for hiring intern in 

communication unit. I have applied and selected through an interview session. Happiness and 

curiosity both grabbed me. I was eagerly waiting to see what is waiting for the next. 

I was so fortunate so that I really got a chance to explore the sector exactly in that way what I 

wanted. Mostly I work for BRAC ISD and Career Hub program where communication is little bit 

different from traditional method. In the Traditional way NGO use door to door communication 

whereas target audience is a specific community people. But in these two program they focused 

unbar youth who are underprivileged, drop out or did not get proper chance to enhance their skills 

but use social media to engage them and use digital marketing to reach youth. The combination of 

technology and audio-visual communications methods give them pleasant exposure. Even many 

youth response from many remotes area.   

As a result of working with an efficient team, it enrich my practical knowledge. It increase my 

knowledge for making digital content, specially give a wider knowledge about copywriting and 

content writing. By handling the query I really gained a proper knowledge about that community. 

Even I suggested operational team some idea about what exactly our target audiences need and I 

gave these suggestion by observing our target audiences behavior.  It also give me a clear vision 

that in future, usage of technology and digital content would play a significant role for 

communication.  



INTERNSHIP REPORT 

P a g e  8 | 93 

 

Expectation 

During an internship, we get the opportunity to practice our academic knowledge and skills in the 

practical field. My expectation from this internship was to dip my toes into the developmental 

communication and gain insight into how the developmental communication work, what is the 

future of this sector. In my internship organization, I was assigned work that went beyond my 

expectation. Going into the internship I had the following expectations- 

 

• To gain professional skills 

• To effectively network with people in the industry 

• To enhance my interpersonal skill  

• To know how an organization works 

• To know how to deal with target audience 

• To be a good team player 

• To increase my strategic management skills 

• To apply my academic knowledge 

• To apply critical thinking in the professional line 

• To get the ability to think emphatically 

• To build the ability to manage situations well under pressure 

• To get the ability to work with different types of people 

• To get the ability to think and work strategically 

• To get the ability to write different kinds of proposals 

• To gain a proper understanding how digital media is working for communication sector 

• To get a proper idea what kind of skills will be required to continue in developmental 

communication sector in future.   
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HOST ORGANIZATION 

 

BRAC Institute of Skills Development (BRAC ISD) envisages to provide demand based skill 

training in both urban and rural areas and ensure suitable employment opportunities for youth 

including disadvantaged groups in domestic and overseas markets. Under SDP there are 

approximately 27 program run. I was involved with two program.  

 

BRAC Skills Development Program (SDP) started in 2015 as an initiative to transform the large 

human capital of our country into skilled workers. It aims to empower youths through skills 

development and decent employment so that a competent workforce can lead our nation forward.  

In line with this mission, SDP initiated BRAC Institute of Skills Development (BRAC ISD) 

which started its journey and now has 10 technical training institutes in 6 different districts of 

Bangladesh which provides technical training on a total of 16 occupations to Bangladeshi youth 

who are 18 years of age and above and help them to find a job in the country and overseas. 

Website link: https://bisdonline.brac.net/  

Career Hub powered by BRAC is another program of SDP that is a pilot program started two years 

ago. It aims to help fresh graduates and unemployed youth to link them with employee. Aligning 

with their goal they provide service to youth so that the unemployed youth can prove themselves 

in interview board.  

Website link: https://careerhub.brac.net/  

 

                                     

 

https://bisdonline.brac.net/
https://careerhub.brac.net/
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ORGANOGRAM OF THE ORGANIZATION:  
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TASK 

 

I was hired for specially query management through Front-End, Back-End communication 

Process. But as it was my internship my supervisor wanted me to explore other sides. So along 

with my assigned duty I has to performed many others task. My task during internship period are 

given bellow- 

 

• I had to manage Front-End & Back-End communication for social media query 

management.  

• Give feedback to agency for digital content so that they can improve the design, captions 

and the content serve the promotional purpose.  

• Update FAQ sheet answers 

• Conduct short research on Instagram trend analysis 

• Writing TOR for the agency. 

• Editing photos for Facebook posts. 

• Taken TOT session of agency. 

• Sorted data of digital marketing leads 

• Proof reading of many communication materials and tool kits 

• Give support for making video script for Career Hub 

• Give support for making presentation slide 

• Compiled yearly data for digital marketing team 

• Analyzed yearly conversion rate of courses. 

• Monitor the query management after delivering the agency. 

• Taken follow up session for them. 

• Attended various meeting that is related to communication unit and digital marketing team.  
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PROJECT DESCRIPTION 
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PROJECT 1 

 

Project Name: Front-End & Back-End communication for social media query management.  

Project Brief:  

BRAC ISD and Career HUb powered by BRAC promote their services via social media. For this 

reason they used Facebook pages, groups, Instagram ID and LinkedIn. These particular initiatives 

make these projects different from others. BRAC were used to communicate with their target 

audiences via interpersonal communication but now they are engaging social media platforms to 

reach target audiences and it helps to bring bigger exposure for their initiatives. I was involved in 

communication with the target audience and also linking them with the services. For this reason I 

have to manage query and involve Front-End communication and Back-End communication.  

Front-End Communication: 

Front-End Communication means communicating with audiences via social media. When 

participants or audiences asked any questions about services and asked for any suggestion via 

comments, inbox chat on social media platforms then assigned representative reply to them. This 

is the process of front end communication.  

Back-End Communication:  

Back-End Communication means internal communication. When a participant complains about 

any issues or asks anything which is conquered to reveal then the representative has to discuss that 

with authority or link the participants with the concerned person.  

 

Both front-end and Back-end communication are designed to provide a better service to the target 

audiences and engage them with the initiatives.   
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My Responsibility & Task:  

My responsibility and task was to manage the whole process. I was involved with front-end 

communication and back-end communication.  

For front-end communication I was involved with query management on social media platforms. 

At the same time for back-end communication I had to communicate with center leads ( BRAC 

ISD and Career Hub services were also given from many districts of Bangladesh). I had to 

communicate with the operational team and sometimes I had to communicate with the digital 

media team who designed the whole social media promotional campaign.  

 

In past one and half month I was assign for managing both communication regularly and ensure 

best service to the audience. Each day I  got minimum of 80 queries for both BRAC ISD and 

Career Hub social media platforms.  

Some Examples of Front-End communication: 

Examples of BRAC ISD Front-End communication:  

 

 

 

 

 

                                

 

 

 

Image 1.1: Giving service through inbox reply, BRAC ISD 
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                                                     Image 1.2: Giving service through comments reply, BRAC ISD 

 

Examples of Career Hub Front-End communication:  

 

 

 

 

 

 

    

 

Image 1.3: Giving service through comments reply, Career Hub 
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Image 1.4 : Giving service through inbox reply, Career Hub 

Some examples of Back-End communication:  

Examples of BRAC ISD Back-End communication:  

 

 

 

 

 

 

 

 

                                 

Image 1.5: Communicating with Dhaka center lead of BRAC ISD                                                
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Image 1.6: Communicating with online operational team of BRAC ISD 

 

Examples of Career Hub Back-End communication:  

 

Image 1.7: Communicating with Career Hub operational team. 
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Challenges: 

● The first and foremost challenge was to increase the Bangla typing speed within a short 

time. 

● Another big challenge was understanding the query from audiences. At Most times there 

were a lot of spelling mistakes or they could not be clear about our services. For this reason 

they asked questions vaguely.  

● I had to understand both BRAC ISD and Career Hub within a short time because it was 

necessary to give the service to the audiences. It was also quite challenging.  

 

Mistakes:  

● At the first stage some Bangla spelling mistakes happened.  

● In the starting point, for back-end communication, sometimes I had referred BRAC ISD 

audience’s problems to Career Hub. After that my supervisor correct it and give me some 

tricks to recognise these things quickly.  

 

Learning Out-comes:  

This work helped me a lot to improve my interpersonal and group communication. The audiences 

were from different backgrounds. Eventually I have learned how to communicate strategically 

with different socio-economical people. 

 

Offline courses audiences were more disadvantaged people. Communication with them helps me 

understand their perspectives and help me to understand the way of the communicate. 

 

After these projects I am confident that I have learned the technique of how to communicate and 

engage community people to a developmental campaign.  
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PROJECT 2 

 

Project Name: Giving feedback on Digital content. 

Project Brief:  

BRAC ISD and Career Hub promote their course and services by using social media. For this 

reason they need many digital posters, statics and motion graphics contents. These contents were 

made by agency. But from the head office we had to check these content’s copy and caption go 

with our content guide line or not, alongside we also checked the quality of content, is it attractive 

or not and we did not approved all kind words especially those words which give fake hope or 

exaggerate the service because it could be harmful for BRAC reputation. Based on these thing we 

provided feedback of the content.    

My Responsibility and Task: 

My responsibility was writing the feedback. At the first stage my supervisor give the feedback I 

just took note and then wrote these feedback on a PPT file then sent via email. But after one month 

when I understood their program and had a proper knowledge about content guideline then these 

whole task was managed by me. After giving feedback my supervisor just checked and sent them.  

In every weeks, I had to prepare at least one feedback PPT of the content so that next week we 

have proper content to use on social media posts. The content was for BRAC ISD offline courses 

and Career Hub program. Also there were some successful story based video for BRAC ISD 

offline. Till now I had prepared 17+ content feedback PPT 
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Some content feedback PPT’s screenshot given below.  

Content feedback of BRAC ISD –  

 

   

 

 

 

 

 

                                                            

 

Image 2.1: Picture of content feedback for Chittagong offline course 

                                      

 

                                                                                                              

                           

                                 

                                                                      

                 

                   

 

Image 2.2: Picture of content feedback for Comilla offline course 
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Image 2.3: General feedback for all the content. 

Content Feedback for Video-                                                           

. 

 

 

 

 

              

 

 

 

Image 2.4: Feedback on success story of BRAC ISD offline course students. 
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Image 2.5: Feedback on success story of BRAC ISD offline course students. 

  

Image 2.6: Feedback on success story of BRAC ISD offline course students. 
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After giving these feedback agencies edited the videos and after the edited version there were also 

need some changes. For this reason, I had prepared another feedback PPT on these videos.  

Feedback on edited video-  

 

       

 

 

 

 

 

 

 

Image 2.7: feedback on edited version. 

 

 

 

 

 

 

 

 

 

Image 2.8:  feedback on edited version. 



INTERNSHIP REPORT 

P a g e  24 | 93 

 

 

Content feedback on Career Hub- 

 

 

 

 

 

 

 

 

 

 

Image 2.9: Content feeed back for Career Hub. 

 

                                    Image 2.10: Content feeed back for Career Hub. 
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Some of those edited content according to feedback already goes to social media page- 

 

 

 

     Image 2.11: before feedback the content and feedback of it                                      Image 2.12: After feedback 

 

Link of the post: 

https://www.facebook.com/careerhub.brac/videos/524077522913486?idorvanity=231228718524

596  

 

 

 

 

 

 

N.B: Many contents that I gave feedback will appear in the social media in January month. For 

maintain the content calendar they finish review of the content one month ago. 

https://www.facebook.com/careerhub.brac/videos/524077522913486?idorvanity=231228718524596
https://www.facebook.com/careerhub.brac/videos/524077522913486?idorvanity=231228718524596
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Challenges:  

As I never gave feedback on digital content, I had faced some challenges. Those are mentioned 

below-  

● The most difficult task for me was recognizing BRAC color guideline’s color, design 

pattern and logo position.  

● Another challenge was to recognize suitable keywords for the content.  

Gradually I could overcome these challenges by exploring the other contents of BRAC ISD and 

Career Hub. 

 

Mistakes: 

● I had written the feedback in Bangla. After my supervisor's suggestions further feedback 

was written in English.   

 

 

 

 

 

 

 

Image 2.13 : written feedback in Bangla. 
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● Another mistake was I always wrote the feedback in a sentence but after noticing that I was 

strictly instructed to write feedback in bullet point.  

  

  

 

 

 

 

 

Image 2.14: Feedback wrote in the bullet point. 

 

Learning outcomes: 

This projects helped me many ways. Continuously doing the task develop a good sense about 

digital content design, color guideline and know about the importance of content size. 

 

Alongside on the content I always had to emphasize on Cop and Caption. Which kind of key words 

are using on them and is aligning or not; it was one of the major thing to measure. This checking 

helped me to develop knowledge about copy writing.  

 

Lastly this content feedback teach me how to catch target audience attention and which kind of 

words should use in which context. The most valuable thing I have learnt that without exaggeration 

how promotion could be done so that participants get the authentic information.  
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 PROJECT 3 

 

Project Name: Instagram Trend Analysis 

Project Brief: 

BRAC ISD has a separate Instagram ID to promote their skills development courses. they offer 

different kind of training so that youth can promote their skills and not only enhancing skills their 

only goal but also link their students with job market is the ultimate goal of their project. They 

were running promotional campaign through Facebook from the beginning but after COVID-19 

they also opened Instagram ID as this platform became popular among youth during that time. But 

their Instagram id was not getting much exposure according to their expectations. For this reason, 

we needed to analyze Instagram trends.  

 

My Responsibility and Task: 

I was assigned to conduct a short research for Instagram Trend analysis. The main objective of this 

research was to find out the scope of what kind of steps we need to take for getting a bigger 

exposure for Instagram ID. So that our target audience gets engaged with our platforms. I divided 

the findings into four segments. the segments brief are given below-  

First  I described what is the present popular Instagram trend and compared them with BRAC ISD 

Instagram account.  

Secondly I focused on caption, copy, Hashtag and key words. I tried to describe how these 

elements can do better because it helps the post to reach a bigger audience. 

Thirdly I suggested making reels and dynamic contents. I emphasized to add trendy music.  also 

mentioned that they can also select music from Instagram suggestions because Instagram suggest 

music according to niche.  

In the last point I have marked some important issue for example, promote Instagram account via 

Facebook posts and etc. I suggested these points because these external things would help them to 

increase organic boosting of the account.   
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I am attaching here the presentation slide that I have presented to Specialist, Social Media and 

Digital Marketing of Skills Development program-  

 

Slide 1 

 

Slide 2  
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Slide 3 

 

 

 

 

 

 

 

 

 

 

Slide 4 
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Slide 5 

 

 

 

 

 

 

 

 

 

 

Slide 6  
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Slide 7 

 

 

 

 

 

 

 

 

 

Slide 8 
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Slide 9 

 

 

 

 

 

 

 

 

 

After the presentation Specialist, Social Media and Digital Marketing of the program give some 

feedback about the presentation via mail. I am attaching his feedback bellow-  

 

 

                                                                                                                                                   

 

 

 

 

 

 

Image 3.1: Feedback after the presentation.              
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Challenges:  

I have never conducted this kind of analysis before. It was totally new for me and I was not 

provided by any sample or guideline. On the other hand I am not also Instagram's regular audience.  

For this reason I faced some challenges that I am mentioning below- 

● I face difficulties in understanding trend analysis. 

● There were very few accounts on Instagram which are similar to BRAC ISD products. for 

this reason, it was challenging to apply the compare contrast method. 

● The most difficult part was hashtag analysis because similar kind of accounts was not 

available on Instagram.  

Mistakes: 

● The first mistake I felt after the presentation is, the slide design was not attractive. 

● I should use some statistics data that would create my points more strongly and be helpful 

to understand for the audience. 

● I think I should add more pictures of digital content that other similar business accounts 

develop for their exposure. 

After figuring out those points I tried to not repeat these mistakes in the next tasks.   

 

Learning outcomes: 

This project helps me a lot to understand how to do Trend analysis for any social media platform. 

Alongside I learnt the importance of hashtag, key words as well as which kind of copy and caption 

helps to reach bigger audiences.   

This learning also helped me when I checked digital content and gave feedback. I tried to select 

appropriate keywords and hashtags because now I know how important these things are.  
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PROJECT 4 

 

Project Name: Update FAQ sheet answers  

Project Brief: 

As I mentioned before my main responsibility was query management and ensuring the best 

service to the target audience. They had a FAQ (Frequently Asked Questions) sheet. Where 

frequently asked questions and their answers were written.  

The assigned person of query, had to update the sheet because some courses were not offered for 

the next batch. Same as, some new courses added and some new questions asked frequently. For 

this reason, writing the answers of new questions and making descriptions about new courses.   

 

My Responsibility and Task: 

My task was to write the answers of new questions and write descriptions about new courses. To 

make the new answers I discussed the questions and answers with the operational team. Their 

suggestions were important because ultimately they have sufficient knowledge about courses and 

the whole program.   

After preparing all the answers, I had to input these questions in the main FAQ sheet. But before 

that I also took communication specialist feedback about the writing. After her feedback I input 

the answers in the main FAQ sheet.  
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New FAQ sheet for BRAC ISD: 
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New FAQ sheet for Career Hub: 
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Suggestions from Communication specialist and edit the answers:  

Image 4.1: Feedback from Communication specialist. 

 

Image 4.2: Edited the answer according to suggestion. 

Image 4.3: Feedback from Communication specialist. 

Image 4.4: Edited the answer according to suggestion. 
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Challenges: 

● The most difficult part was fixing meeting minutes with operational team members because 

maximum times they kept busy. 

● Make them questions understandable. they do not manage the query for this reason they 

did not have what kind of query I frequently received. 

Mistakes: 

This project did not have any major mistakes because eventually I understood the program, 

courses, target audiences perceptions and gained clear knowledge about other topic. At the same 

time I was totally clear about the tone of BRAC Communication so that there were not any 

remarkable mistakes.  

 

Learning outcomes:   

This project helps to enhance my writing skills. Especially Bangla writing skills that were kind of 

stopped during the academic semesters.     

The biggest learning I have learned is, how to communicate in an authentic way and also make it 

attractive.  

According to the guideline questions answer should be short, have to use simple words that are 

understandable for everyone. Don’t exaggerate any service so that the audience gets authentic 

information. I had to develop the answers by following these instructions. It enhances my skills to 

do strategic communication. 
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PROJECT 5 

 

Project Name:  Terms of Reference (ToR)-Designing a dynamic website for BRAC ISD Offline 

 

Project Brief:  

This project was for BRAC ISD program. This program provide various kind of course for skills 

development in online and offline. To communicate and promote their courses they chose digital 

medium. For this reason having a website both for online and offline was required. They already 

had a website for online courses and they were willing to hire a agency who can make a website 

for offline courses. I was assigned to write a TOR for it so that agency can easily understand what 

exactly they want from the website.  

                                                                                                                                   

My responsibility and Task: 

My responsibility was writing the Tor. Before writing it they provided some examples so that I 

can understand the tone of their official approach. So I have to go through with those paper. Then 

devided the TOR with some segments and brain stormed in which segment what would be 

described for this part I took my supervisor advice.  

 After that I started writing according to the final approved plan. After my first draft my supervisor 

checked then he marked some line and give some more suggestion. After that I had edited the 

whole TOR paper and checked frequent time to understand that what the TOR paper reflect our 

expectation from agency properly or are there any ambiguity.  

Finally, last edition checked by supervisor and also give some correction. There had to change 

some information and add some new so that I had to arrange those information too. After that this 

version approved and sent to the agency.  

 

 



INTERNSHIP REPORT 

P a g e  45 | 93 

 

First draft of the TOR:  

 

Terms of Reference (ToR) 

Designing a dynamic website for BRAC ISD Offline 

TOP LINE MESSAGE 

 

BRAC Institute of Skills Development (BRAC ISD) envisages to provide demand based skill 

training in both urban and rural areas and ensure suitable employment opportunities for youth 

including disadvantaged groups in domestic and overseas markets. 

 

 

BACKGROUND 

 

BRAC Skills Development Programme (SDP) started in 2015 as an initiative to transform the large 

human capital of our country into skilled workers. It aims to empower youths through skills 

development and decent employment so that a competent workforce can lead our nation forward.  

In line with this mission, SDP initiated BRAC Institute of Skills Development (BRAC ISD) 

which started its journey and now has 10 technical training institutes in 6 different districts of 

Bangladesh which provides technical training on a total of 16 occupations to Bangladeshi youth 

who are 18 years of age and above and help them to find a job in the country and overseas. 

KEY AUDIENCE 

 

BRAC ISD targets youth of all socio-economic classes aged 18-35, students, drop-outs, job-

seekers who want to get jobs through skill development.  
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OBJECTIVE 

 

BRAC ISD intends to have a website showcasing all their courses and facilities as well as a way 

to register into these courses digitally.  

 

 

CONTEXT 

 

BRAC ISD aims to make human resources by providing different types of skill development 

programmes. This program has two platforms- Offline and online. Offline platform offers courses 

on the classroom basis and Online platform offers courses through online.  

 

BRAC ISD is looking for a web development agency that will design a user-friendly website for 

the offline platform so that their audiences can easily get to know all the services. BRAC ISD 

online platform is  also developing a website. This agency's other major duty would be to merge 

their developed website with the online website so that a customer can easily find offline and 

online services from one platform.  

 

METHODOLOGY 

 

For designing the website, the consultant/agency shall perform the following: 

● Submit a proposal with a list of tasks, a timeline, and get approval and feedback from the 

SDP. 

● Collect all the information about BRAC ISD centers and courses 

● Follow the sample of pre-existing BRAC ISD Online Website.  

● Make the web design flexible enough so that updates can be incorporated easily. 

 

 

 

https://bisdonline.brac.net/
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DELIVERABLES 

 

Items Details 

Website  ● Website must include: 

1. BRAC ISD offline website have to contain all the  details about 

our service that is given by centers from six districts. 

     a). Courses will be separated according to different centers 

                 b). Website has to contain center detail 

(address,                        number, Course details, price, time etc). 

 

2.  There will be an admin panel for keeping the data updated from 

time to time, for this reason, the website should be flexible in the 

regard of information change.  

3. Data storage/ Data sorting features need to be available on the 

website.  

4. The website needs to integrate with the payment gateway system.  

5. Integration with the call center is a must. 

6. Different types of marketing features for example-  analytics, 

pixels ects should be installed.  

 

Backend 

Communication 

 .Be updated about each region’s courses, pricing and timings by 

communicating with the offline team.  

I.Make the website flexible enough to incorporate these changes 

accordingly.  

II.Integrated this Offline website with the online website so that a customer 

can easily find all the products/services of BRAC ISD. To integrate these 

two websites, need to keep in touch with online website developer team.  
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Duration of Engagement 

Upon selection of the designing partner, the initial duration of the contract will be for  

 

Selection Criteria 

 

Selection Description 

Organizational Description 5% 

Experience 10% 

Human Resource Capacity 30% 

Proposed Methodology 30% 

Financials 25% 

 

Payment 

Payment will be processed as per BRAC's policy. Tax and VAT will be deducted at source 

according to the government-approved rules as per BRAC’s policy. 

 

REPORTING 

All communications related to this task will be coordinated from SDP BRAC by:  

 

Md. Mahamud Ullah Hridoy  

Specialist, Social Media and Digital Marketing, BRAC SDP  

Phone number: +8801313407187  

E-mail: mahamud.ullah@brac.net  
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RESPONSIBILITIES OF BRAC  

BRAC will:  

● Orient the agency on the requirements of the assignment  

● Share relevant information and documents with the agency such as:  

a) Project information b) BRAC communication guidelines c) Course & Center details d) 

Relevant Website links e) Consent forms 

● Make payment  

CONFIDENTIALITY AND NON–TRANSFERABILITY 

 

The intellectual property rights of the produced document will be kept with BRAC. Any data, 

information, documents and other materials related to the work shall remain the property of BRAC 

and shall be kept confidential. The agency will not be allowed to transfer or divulge any 

information to any other person or organization without prior approval of BRAC unless it is 

necessary by the laws in Bangladesh. He/she is not also not allowed to assign it to another party. 

Sub-contract, delegate or otherwise transfer or dispose of any of its rights or obligation under this 

agreement. Any part of the document; therefore, cannot be sold, used, and reproduced in any 

manner without prior written approval of BRAC. 

 

 

 

 

 

N.B: Some lines were marked by  yellow color of the first draft because I was confused about 

these segments and by the color mark supervisor can easily check it.  
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Edited & Final Draft:  

 

Terms of Reference (ToR) 

Designing a dynamic website for BRAC ISD Offline 

TOP LINE MESSAGE 

 

BRAC Institute of Skills Development (BRAC ISD) envisages to provide demand based skill 

training in both urban and rural areas and ensure suitable employment opportunities for youth 

including disadvantaged groups in domestic and overseas markets. 

 

 

BACKGROUND 

 

BRAC Skills Development Programme (SDP) started in 2015 as an initiative to transform the large 

human capital of our country into skilled workers. It aims to empower youths through skills 

development and decent employment so that a competent workforce can lead our nation forward.  

In line with this mission, SDP initiated BRAC Institute of Skills Development (BRAC ISD) 

which started its journey and now has 10 technical training institutes in 6 different districts of 

Bangladesh which provides technical training on a total of 16 occupations to Bangladeshi youth 

who are 18 years of age and above and help them to find a job in the country and overseas. 

KEY AUDIENCE 

 

BRAC ISD targets youth of all socio-economic classes aged 18-35, students, drop-outs, job-

seekers who want to get jobs through skill development.  
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OBJECTIVE 

 

BRAC ISD intends to have a website for showcasing their all courses information, center 

information and details about registration as well as payment methods so that a participant can 

easily register those courses digitally.    

 

CONTEXT 

 

BRAC ISD aims to make human resources by providing different types of skill development 

programmes. This program has two platforms- Offline and online. Offline platform offers courses 

on the classroom basis and Online platform offers courses through online.  

 

BRAC ISD is looking for a web development agency that will design a user-friendly website for 

the offline platform so that their audiences can easily get to know about the course and center 

details. Also they can register courses and give payment digitally.  

BRAC ISD online platform is  also developing their website. This agency's other major duty would 

be to merge their developed website with the online website so that a customer can easily find 

offline and online course information from one platform.  

 

METHODOLOGY 

For designing the website, the consultant/agency shall perform the following: 

● Submit a proposal with a list of tasks, a timeline, and get approval and feedback from the 

SDP. 

● Collect all the information about BRAC ISD centers and courses 

● Follow the sample of   BRAC ISD Online website.  

● Make the web design flexible enough so that updates can be incorporated easily. 

 

 

 

 

https://bisd-online-frontend.vercel.app/


INTERNSHIP REPORT 

P a g e  52 | 93 

 

DELIVERABLES 

 

Items Details 

Website  ● Website must include: 

1. BRAC ISD offline website has to contain all the  details about our service 

that is given by centers from six districts. 

     a). Courses will be separated according to different centers 

                 b). Website has to contain center detail (address,                        number, 

Course details, price, time etc). 

 

2.  There will be an admin panel for keeping the data updated from time to 

time, for this reason, the website should be flexible in the regard of 

information change.  

3. Data storage/ Data sorting features need to be available on the website.  

4. The website needs to integrate with the payment gateway system.  

5. Integration with the call center is a must. 

6. Different types of marketing features for example-  analytics, pixels ects 

should be installed.  

7. Make the website dynamic so that the admin panel can  change information 

if needed. 

8. Integrated this Offline website with the online website (which is in under 

construction) so that a participant can easily find all the information of BRAC 

ISD.  

 

Duration of Engagement 

Upon selection of the designing partner, the initial duration of the contract will be for  
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Selection Criteria 

Selection Description 

Organizational Description Organizational structure, functional descriptions and portfolio 

Experience Minimum 5 years’ experience on website development  

Human Resource Capacity Allocating a team to complete the task 

Proposed Methodology Plan, set of activities, timeline 

 

Payment 

Payment will be done following criteria: 

1. 30% after prototype finalization  

2. 30% after testing functionalities 

3. 40% after full functional website handover 

 

Payment will be processed as per BRAC's policy. Tax and VAT will be deducted at source 

according to the government-approved rules as per BRAC’s policy. 

  

Duration 

Prototype Development- 15 days 

Feedback Incorporation- 5 days 

Coding- 45 days 

Testing- 7 days 

Handover- 8 days 

Month: December to February 

  

REPORTING 

All communications related to this task will be coordinated from SDP BRAC by:       
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Shofi Md. Taneem   

Lead, Digital Cluster | Skills Development Programme | BRAC 

shofi.taneem@brac.net 

RESPONSIBILITIES OF BRAC  

BRAC will:  

● Orient the agency on the requirements of the assignment  

● Share relevant information and documents with the agency such as:  

a) Project information b) BRAC communication guidelines c) Course & Center details d) 

Relevant Website links  

● Make payment  

CONFIDENTIALITY AND NON–TRANSFERABILITY 

 

The intellectual property rights of the produced document will be kept with BRAC. Any data, 

information, documents and other materials related to the work shall remain the property of BRAC 

and shall be kept confidential. The agency will not be allowed to transfer or divulge any 

information to any other person or organization without prior approval of BRAC unless it is 

necessary by the laws in Bangladesh. He/she is not also not allowed to assign it to another party. 

Sub-contract, delegate or otherwise transfer or dispose of any of its rights or obligation under this 

agreement. Any part of the document; therefore, cannot be sold, used, and reproduced in any 

manner without prior written approval of BRAC. 

 

  

mailto:shofi.taneem@brac.net
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Challenges: 

● One of the challenges was, this projects were assigned when I just joined. I did not have a 

proper idea about BRAC ISD.  

● There were two segments online and offline. Though the online team worked from head 

office but the offline team worked from six different districts. For this reason, 

communicating and getting information from them was quite difficult.  

In the TOR I had to mention what kind of service we want for this reason. If I knew the offline 

projects well then it would be easier but my supervisor helped me a lot to understand the whole 

thing.  

Mistakes:  

● In the first draft I made some mistakes in  the selection criteria and reporting. I did the 

details of the supervisor in the reporting segments whereas I should mention the lead of the 

digital cluster.  

In the editing part I had changed this information. 

● For the TOR formal writing was very important and I made some minor mistakes here.  To 

overcome it, I used grammarly.com and also checked their other documents so that I could 

manage it. 

Learning Outcomes:  

As I mentioned this project I had to conduct at the early stage with query management. After the 

project it helps to my another task which was query management. Because this project gives me a 

clear view that, how online and offline training works.  

It also increased my professional writing skills. I have learned many tricks and tips about Micro 

soft office word for example how to insert hyper link and etc. this project also give a proper idea 

about what is TOR and what kind of segments should include there. 

This project helped me to understand how digital medium is becoming an important medium for 

NGO program.  
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PROJECT 6 

 

Project Name: TOT session 

Project Brief: 

Front-End & Back-End communication for social media query management duty had been 

transferred to an agency named ISSL. This service needs to continue 24/7 hours. Before 

onboarding them BRAC ISD and Career Hub organized a TOT session. In the TOT session 

operational team, Digital team was there to give them an overview about the two projects. Along 

with them I had to present a presentation with PPT slides to give them practical knowledge on how 

to handle the query and manage back-end, front-end communication.  

My responsibility & Task: 

The whole TOT session I had to conduct as a host. Introducing them with the operational and 

digital marketing team. Alongside I gave a presentation about query management. I designed the 

presentation in a way so that the agency gat an idea about query management.  I had divided the 

presentation into some segments. those are mentioned bellow- 

At the starting point of the presentation, I tried to give a clear concept about the Front-End & Back-

End communication process. So that they would get a clear concept about Front-End & Back-End 

communication for social media query management. 

After that they gave some examples from the query so that they got an idea about the query. 

Alongside I described how I used to handle them. Besides the examples I had mentioned some 

frequently asked questions patterns and described the answers. 

In the presentation I also mentioned when they face any issues whom they should knock. I also 

gave a diagram so that they can easily understand the process.  

At the last I mentioned some concerning issues. In the front-end communication every single 

information should not be revealed to everyone. Here, need to understand which person needs or 

wants which information and then give it to them. 
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After the presentation I had two more follow up sessions. In the virtual meetings I had to give them 

feedback on their work and also their challenges so that I can give suggestions and they can provide 

better service.  

TOT session slides: 

Slide 1:  

  

 

 

 

 

 

 

 

 

 

 

Slide 2:  
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Slide 3 

               

 

 

 

 

 

 

 

 

 

Slide 5:       
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Slide 6:                                                                                                                              

 

               

 

 

 

 

 

 

 

 

 

 

 

Slide 7:  
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Slide 8:                                                                                                                                      

 

           

 

 

 

 

 

 

 

 

 

Slide 10:                                                                                                              
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Slide 13: 

 

 

 

 

 

 

 

 

 

 

 

 

Photos of TOT session:  

 

 

 

 

 

 

 

 

 

 

Image 6.1: TOT session  
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Picture of follow up sessions: 

 

Image 6.2: Follow-up session  

 

Challenges: 

I had given many presentations in my university life but this presentation was totally different from 

them. In the presentation I had trained the third party about what their work is, how we managed 

it and what we expect from them. 

The challenges I have faced are mentioned below- 

● Making the presentation Attractive was one of the biggest challenges. 

● Alongside holding the attention of the audience for an hour was very difficult from my 

side. Because I did not conduct any presentation for so long. 

Mistakes: 

There were not any major mistakes. The presentations and follow up meeting were done very well. 

● I think in the slides if I mentioned frequently asked questions then maybe that would be 

better to understand for them. I did not mention them because these were in the FAQ sheet 

which was already provided to them.    
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Learning Outcomes:  

After taking the TOT session my communication skills enhanced significantly that I felt. Through 

the sessions I provided knowledge about the two programs. Also trained them for their task. 

Throughout the session I tried my best to mark their challenges and difficulties that they are facing. 

After recognizing these I tried to give them a possible solution or if I cannot do that then connect 

with the person who can help them for their job. That also helps me to increase the quality of doing 

work empathically.  

Make them understand the job responsibility and our expectations from them. It improves my 

professional skills. I believe when further I would hold any position then I would be able to help 

other members to do their work flawlessly.  
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PROJECT 7 

 

Project Name: Photo edit for Facebook post of Career Hub-“Know Your Employer” event  

Project Brief:  

Know your employer is very important event for Career Hub. In the event they invite some CEO 

or specialist of any reputed organization and also this event remained open for all. Alongside no 

fees is required. Throughout the event sessions the job seeker get a chance to talk with guests and 

also guest deliver speech. In the speech they focus how youth can prepare themselves for job 

interview and what kind of skills they want from new employer. This event create a great 

opportunity to make network and gain knowledge about job market as well as required skills. For 

this reason Career Hub always wanted to promote these event in a grand way so that many job 

seeker youth can know about the event and join them to be benefitted.  

My responsibility & Task: 

I was assigned to select some attractive photo from previous event. And edit those photos colors 

and attached Career Hub photo frame.  

I had use Adobe Photoshop to edit the photo. In the photo, I had edited color and remove object 

that were decreasing the aesthetic of the photo. Alongside for setting the photo frame I also had to 

adjust the photo size with the frame.  
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Editing of the photos:  

 

 

  

 

 

                                                   

 

 

Image 7.1: Photo editing by Adobe Photoshop software.  
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After editing:  

 

 

Image 7.2: Photos after editing. 

 

I have edited 10 photos and from them they chose. These pictures also uploaded in Career hub 

Facebook page. I am sharing the post link below. 

Post link: 

https://www.facebook.com/photo/?fbid=184067064149015&set=pcb.184067227482332 

                                                              

https://www.facebook.com/photo/?fbid=184067064149015&set=pcb.184067227482332
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Image 7.3: Career Hub posted those edited photos. 

 

Challenges:  

I had learnt to use Adobe Photoshop software in Convergence Communication1 course but it’s 

been a long time to use the software. So most of the things I forgot. 

• I did not have strong grip upon Adobe Photoshop for this reason it took a long time to edit 

the photos.  

Mistakes: 

These was not any major mistakes and after editing they liked the photos.  

• I took long time for not having practice of working in Adobe Photoshop.  I think completing 

the task in short time would be better.  
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Learning Outcomes: 

For this task I had watch many tutorials about adobe Photoshop software that help me to enhance 

my skills which was stopped since long time. 

This task also help me to understand which kind of photo can be selected for Facebook post and 

also what kind of editing suits for the photos. Alongside it helps to increase my editing skills. 

Understand the value of technical skills. Day by day Adobe Photoshop, premium pro, after effect 

these software usages has been increased because now-a-days digital media became a necessary 

platform. After the work I promise with myself I will start practicing those software and I will 

revise my learning materials that provided Convergence communication 1 and Convergence 

communication 2 courses 
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PROJECT 8 

 

Project Name: Data sorting of Lead. 

Project Brief: 

Digital marketing team of BRAC ISD online, generate leads from social media posts or 

registrations forms. In the leads they collected many important information of the participating 

audience. For example, mobile number, email, education background, having laptop or internet 

access etc. After generating the lead an assigned person had to called them but before that, data 

sorting of the lead sheet were required. Because throughout the data sorting the person could 

understand who are our target audience and whom need to give a call.   

 

My task & Responsibility: 

My task was to sort out the data and find out target audiences. To do this I used excel workbook.  

At first I deleted some columns which are not important. Then on remaining column I used filter 

options of excel. 

I had to figure out three things. They were: 

1. The participants has internet access 

2. The participants has own desktop or laptop (if its required for the course) 

3. The participants at least passed HSC  

If any participants did not match with these criteria, then I marked them red. Alongside if a 

participants passed HSC then it marked by yellow color because if graduated students numbers 

high in the list then they do not give the call to them who are just HSC passed. 

I find out those criteria among audiences by using filter option. After that we became know who 

is our target audiences. Then give call to them to aware them about our courses and tried to create 

interest.  
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Lead sheet before data sorting:   

 

Image 8.1: Lead sheet before data sorting 

 

Lead sheet after data sorting:  

 

Image 8.2: Lead sheet after data sorting 
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Challenges: 

• The process is quite easy but have to concern each step I am repeating or not.  

• Another most difficult part was to check every column because the final sheet indicates our 

main target audience. So that in data sorting part need to be very serious and focused.  

Mistakes: 

In the data sorting part I did not do any mistakes.  

• But at the first time I did mistake to name the file. 

• Also mailed the file one by one but after the instruction I mailed the file in zip file.  

 

Image8.3 : After correcting file name and sending them in a zip file. 

     

Learning out comes: 

These task helped me a lot to new many things about data sorting in excel sheet. It helps me to 

understand the filter option and how to use it. Continuously doing these task also increase my 

speed to work on excel sheet. 

I believe this learning helps me in my quantitative research work. I will be able to easily sort the 

data and compare the sorted data between different variables. I also learned how to use digital tools 

to sort out your target audiences.  
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INTERNSHIP OUTCOMES 

 

I had started my internship just after my exams. I was confused little bit to decide, it will be good 

decision or not. As I always interested for research and I had that opportunity too. I was also 

confused about work pattern because I was not clearly described before joining and also there was 

risk of managing enough amount of work that I can show in internship report. Just I knew that here 

will be a great opportunity to explore communication unit and there is a scope to observe 

transformation towards digital platform. So, I took the risk and joining Skills Development, 

BRAC.  

 

Realization from SDP, BRAC 

As an intern in the SDP, Communication team, it took me some time to understand the whole 

communication wings. Also took time to understand my scope of work. However through 

interesting projects, I got pulled into the work. During this time, I tried to showcase my skills so 

that I build a good rapport with my co-workers and supervisor. 

 

I learned how to communicate with patience, and deal with different kind of people who are target 

audience. BRAC ISD and Career Hub target audiences socio-economical background, education 

is not same. For this reason perceiving the meaning of message was not same for all. That is why 

there were opportunities to create misunderstanding. I tried to align their thought and also tried to 

think from their point of view. Also I always tried to not giving fake hope about the service. But 

also show the audiences how this service can help them to be financially independent.  

 

 

 

 



INTERNSHIP REPORT 

P a g e  73 | 93 

 

Achievements from SDP, Communication wings: 

• I got learn how a communication wings of any NGO or INGO works in the real professional 

field and what hurdle they face on a day to day basis. 

• I learned the art of strategic communication to communicate with target audiences. Also 

learned how to make conversation fruitful without any exaggeration.  

• The most important thing I have learned that how digital content is grabbing audience’s 

attention as well as how to make the content more interactive.   

• I learned the to lead a team and coordinate with them to finish all my given tasks. 

• Most importantly, I learned how to properly meet deadlines under tremendous work 

pressure. 

• The desire for working hard with honesty increased and also learnt how to work in efficient 

way.  

I never imagine I will manage onboarding session for a significant work of a project. I had conduct 

the TOT session and onboard query management agency. Taken their follow-up session and after 

monitoring their work provide feedback so that they can do better. The whole work make me more 

responsible. I believe now my professional skills and responsibility at work space enhanced 

remarkable way.   
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WORKPLACE LOG 

 

 

 

 

Image: Work log 1                                                                                                    Image: Work log 2 
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Image: Work log 3            
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Image: Work log 4 



INTERNSHIP REPORT 

P a g e  77 | 93 

 

 

 

Image: Work log 5 
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Image: Work Log 6 
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Image: Work log 7 
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Image: Work log 8 
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Image: Work log 9 
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Image: Work log 10 
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Image: Work log 11 
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Image: Work log 12 
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   Image: Work log 13 
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LIFE IN BRAC  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Image: Supporting Photo session for BRAC ISD online 

 

       

          Image: With Other interns in Mental Wellbeing event SDP. 
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      Image: Work in own desk      

 

  

Image:  SDP team in Mental Wellbeing event.                                                                  
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                                                                                                                  MSJ043                                                                                                                                                     
 

SELF-ASSESSMENT FORM 

 

The purpose of this survey is to obtain students input on how they think they have performed.  

 

Name of Intern:  MOST. Shanzida Khanom 

 

University ID: 183012005 

 

Name of the 

Institute/Organization: 

Skills Development, BRAC  

Corporate Office Address: Kaderia Tower 8th floor, 75 Mohakhali, Dhaka-1212 

Bangladesh 

Email: mahamud.ullah@brac.net  Web: https://www.brac.net/program

/skills-development/ 

 

1. During a typical week, approximately how many hours did you dedicate to your internship?  

40+  

 

2. Was your internship paid? If yes, how much?  

5000/-  

 

3. Was your site supervisor available to meet when needed? Tick any one of the following.  

☐Not at all  ☐Slightly ☐Moderately  ☐Quite a bit  √☐A great deal  

 

4. Next, we would like to know how you were affected by your internship. Using the scale 

below, please indicate the degree to which participation in your internship experience increased 

or strengthened your abilities, attitudes, awareness or understanding in each of the areas 

identified:  

 

1=Not at all  2=Slightly 3=Moderately  4=Quite a bit  5=A great deal  
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NO CRITERIA (Personal) RATING 

1 I have a sense of satisfaction in doing something worthwhile.  5 

2 I believe in my ability to make a difference.  5 

3 I am open to new experiences.  4 

4 I have gained the capacity to be more productive.  5 

5 I can recognize my personal strengths.  5 

6 I can recognize my personal weaknesses.  5 

7 I have a sense of personal achievement.  5 

8 I have the ability to persevere in difficult tasks  4 

NO CRITERIA (Social/Interpersonal Impact)  

9  I demonstrate concern for the welfare of others  5 

10 I can be understanding and appreciative of people with diverse 

backgrounds 

5 

11 I have the ability to work cooperatively with others  5 

12 I have the ability to communicate effectively  5 

13 I have increased my ability to be a leader  5 

14  I feel more connected to my community  5 

NO CRITERIA (Academic learning impact)   

15 I have acquired knowledge from the job duties I performed  4 

16 I have broadened my critical thinking skills (reasoning, problem solving) 5 

17 I have learnt the ability to work independently  5 

18 I feel my classroom learning was enriched  5 

19 I have the ability to connect academic subject matter to the real world.  5 

NO CRITERIA (EMPLOYMENT/JOB SPECIFIC IMPACT)  

20 I developed specialised technical skills for a specific job function  5 

21 I broadened my future employment possibilities  5 
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22 I received an opportunity to explore a specific career  4 

23 I developed realistic ideas about the work world  5 

24 I narrowed my future possible career choices.  5 

25 What is your average score from this test?  4.64 

 

5. General Comments  

 

 

 

 

                ___________   

      Signature of Intern 
 

 

  

 

I am very happy with my internship experience because as I always wanted to explore how 

INGO’s communication wings works and how it is shifting interpersonal to digital platform, 

I exactly got the chance to explore whole thing. The three months experience help me to 

understand transition as well as the work opportunity for my future. I believe these 

experience will help me in the future. 
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PROFESSIONAL COMPETENCIES 

Professional competence is having the skills required at the quality required in a given field 

of work to be able to perform the professional task effectively. Working with SDP communication 

Unit, there are a few skills that I have picked up.  The professional competencies I have developed 

during my internship program are listed below- 

Knowledge 

• Learn about the importance of maintaining communication tone of any brand.  

• Know about importance of communication skills both internal and external. 

• Enhance knowledge about Google Drive- Docs, Sheets, Slides 

• Enhance knowledge about Microsoft Word/PowerPoint/Excel 

• Know about social media trend analysis process. 

• Enhance knowledge about digital contents design and copy writing. 

• Enhance critical Thinking 

• know about writing TOR 

• Enhance formal writing skills. 

Skills: 

• Good internal communication skill 

• Good teamwork skill 

• Interpersonal skill 

• Intra-personal skill 

• Written and verbal communication skill 

• Strong attention to detail 

Attitude 

• Value teamwork ethic 

• Value of meeting deadlines 

• Honesty and friendliness in the workplace 

• Ability to Work Under Pressure & Strong Attention to Detail 

• Time Management 
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  CONCLUDING REMARKS 

 

At the end of my internship, I am very proud and content to be able to perform dynamic 

responsibilities at SDP.  I have admit that workplace atmosphere was very positive and energetic. 

All of my co-workers were genuinely helpful and courteous. Whenever I seek any kind of help for 

my work, they provided it.  

 

Throughout the time my supervisor did his best to groom me as a NGO professional. He always 

open to any questions and did not bother how many times I am asking. He always tried to ensure 

I completely understood the task so that I could delivery in professional way. After each work, my 

supervisor and colleagues appreciated me, no matter how small the work was. This gave me the 

confidence and inspired me to keep going. 

 

My internship at SDP was an outstanding hands-on learning opportunity that has increased my 

self-assurance and self-awareness. In the end, I learned so much over the assigned works, and hope 

I will apply my learning outcomes in my future job place. 

Thank you. 

 

 

 


