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Student Details 
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Internship Details 

 

Host Organization: Deepto TV  

Address:  7/A/GA, Tejgaon Industrial Area, Dhaka- 1208 

Email: info@deepto.tv 

Fax: +88 02 9121058 

Web: http://www.deepto.tv 

Facebook: https://www.facebook.com/deeptotv.bd 

Host Organization Supervisor: Farhana Akter Kakon 

Designation: Officer (HR & Admin) 

My Working Section: HR & Admin 

Internship Start Date: 20 March 2021 

Internship End date: 20 May 2021 

Each Day Working Hour: 7 Hours 

Each Week Working Hour: 42 Hours 

Duration: 8 Weeks 
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Introduction 

Human Resource is becoming a favored segment in the corporate world. Human Resource 

Management (HRM) is the process of employing people, training them, compensating them, 

developing policies relating to them, and developing strategies to retain them. In previous, we have 

seen that Human Resource was ignored by most of the organizations in Bangladesh. But nowadays, 

most of the companies are following Human Resource Practices to improve long-standing turnover 

in business. 

 Deepto Television is also more focused on Human Resource Management Practice. It was a great 

opportunity for me to work as an intern in this organization. The main reason of this internship 

program is to get introduced with the reality of corporate culture. Internship is basically 

implementation of during our whole academic year what we learned and seen so far. After 

experiencing my internship program, I have understood that academic knowledge is not enough to 

contest in the real corporate world. My internship in Deepto TV has helped me to get exposed to 

the working environment of a Human Resource Sector. This whole report is based on my working 

experiences in Human Resource Practices they perform. 

During my internship, I have collected information from day-to-day working, observation, oral 

discussion with my supervisor, different documents of Deepto Tv, telephonic discussion etc. 

I also faced following limitations during my internship:  

a. All employees were always busy with their departmental duty, so they could not give 

enough time for discussion. 

b. Due to confidential matters, faced restriction during data collection. 

c. Due to the pandemic situation, time restriction is another important limitation of study. 

Office time was cutting from actual time for this pandemic situation. 

After all, it was a great experience. First time in my life I have experienced an official environment 

for 8 weeks. This was new to me and this will help me in my professional career further. 
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Expectation/ Objectives 

Internship period is treated as the middle point in between the end of educational life and starting 

of job life. There is a scope to apply institutional learning into the job place task applications. I 

have few common expectations to learn from my internship in Deepto Tv: 

1. It is an opportunity to improve communication skills. 

2. Get practical exposure of institutional learning 

3. Cope up with new working environment and surroundings  

4. Gather skills of team working 

5. Get knowledge about deadline of any particular task 

6. Know the basic jobs of Human Resource Department  

7. Gather official work skills like business communication, Report making skills and other 

knowledges 
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Host Organization 

 

 

 

Deepto TV a private cable & satellite television channel in Bangladesh. It is a wholly-owned 

concern of Kazi Farms Group and operates under Kazi Media Limited and its commercial 

transmission started from 18 November 2015. 

 

Mission 

To provide compelling and relevant content, to attract the largest audience, and ensure value to 

our stakeholders. Our mission is to provide the world with relevant, reliable, innovative and quality 

content and to develop a clear and differentiate brand with content identity. It is also our mission 

to telecast positive entertainment programs which are innovative, creative, informative and fun-

filled, to promote cultural heritage, Social Issues, environmental and sustainable development 

issues. 
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Vision 

To become the top TV channel in Bangladesh. Our aim is to make Deepto TV the most popular TV 

channel of Bangladesh through expertise in technology and quality of programs. Casting aside the 

shades of religious or political interventions, we bring to your news, transparent to the core. 

Besides that, we have a main focus to entertain People from all walks of life. Our programs are 

designed to bring a new fragrance of freshness. Besides engrossing documentaries on 

contemporary issues, we telecast cinemas and reality shows apart from mythological and foreign 

mega serials. Most important of all we are bringing to you serials and films riding on the wings of 

the latest technology. this will bring more mileage to the commercials and the advertising 

companies are sure to go for these. 

 

Goal 

Deepto Tv wants to be number one television channel in Bangladesh. Deepto Tv will carry news, 

dubbing dramas in a way that are not done before. 

 

Slogan 

Deepto Tv’s slogan is “Aloy Bhubon Bhora”. 

 

Strategic Objectives of DEEPTO TV 

Deepto Tv is to set out the excellent standards in Bangladesh’s broadcast industry and putting 

people high on the agenda. The main strategic objectives of Deepto Television are: 

 To ensure working satisfaction to all employees this will be turned into good performance. 

 Emphasize more on entertainment drama serials and programs. 

 Dubbing the serials in Bangla to get a wider audience. 

 AGM 
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Organogram of HR Department  

  

 

 

 

CEO

AGM

Executive Officer

Intern

Receptionist
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Tasks 

 

As an Intern I was assigned to do the following tasks: 

• Preparing Roster Duty Schedule for Employees  

• Calculating Late Points of Employees 

• Preparing Salary Sheet for Employees 

• Preparing Food Expense of Employees 

• Preparing Shift Schedule List for Employees 

• Sending important Email/ Messages 

• Making Phone Calls and collecting information 

• Preparing Employee Attendance Sheet 

• Preparing Employee Payroll Attendance 

• Leave Form related tasks 

• CV/ Resume sorting and Interview related activities 

• Working as volunteer 
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Project Details 
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Project – 1 

Project Title: Prepare Employee Attendance Sheet 

Assigned Division: Human Resource Department, Deepto TV 

Time: March 20 – March 31, 2021 

 

Project Details 

This is an important activity to monitor the employee’s regularity in the office through the 

employee attendance management system for every organization. However, Deepto TV has an 

ERP system to manage the day-to-day employee attendance management procedure; they also 

have a manual attendance management process. There is an internal ERP system in which there is 

a built-in system to enter the front gate with a punching system for employees and it will be auto 

updated with employee’s attendance records. When personnel prepares the manual attendance 

report he/she can find the required information from the ERP attendance management system. 

Necessity of Manual Employee Attendance Sheet 

1. If they don’t have an entry pass in the ERP attendance management system it shows 

absence for an individual but there might be different reasons of absence like casual leave, day off, 

weekly holidays, and other reasons which need to be input here manually to process the salary 

flawlessly.   

2. Sometimes employees couldn’t attend office for several days due to getting sick or 

personal or family problems. ERP can’t identify these types of issues systematically. The Human 

Resource Department inputs these particular issues manually in the attendance sheet note box. 

3. Payroll Employee Attendance give their concern on the monthly attendance record of 

the ERP system at the end of every month and there are few mismatches like uneven leave, 

irregular attendance, and other occasional issues due to a system error. When the Human Resource 
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Department prepares the manual attendance sheet with records and notes you can easily find the 

day-to-day attendance record with proper notes and facts. 

 

My Responsibility  

I was assigned to prepare the manual employee's attendance sheet for the month of March 2021. I 

collected all day-to-day attendance information from the ERP system and input all the required 

information here with specific notes like government holidays, Casual leaves, absence, and other 

information to make it concrete. After completing all these things I prepared a final manual 

attendance sheet to submit to my supervisor. I made it comprehensive according to my supervisors’ 

feedback and effective suggestions. 
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Image 1.1:Employee Attendance Sheet  

Image 1.2: Employee Attendance Sheet 
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Image 1.3: Employee Attendance Sheet 

Image 1.4: Employee Attendance Sheet 
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Mistakes  

I made a few mistakes in overall input information like tour dates, medical leave, maternity leave; 

this was quite acceptable to prepare for this assignment. 

 

Challenges  

1. It was a bit challenge for me to prepare the employee attendance sheet as a newcomer, and there 

were challenges to solve the mismatches between ERP and Payroll Employee Attendance. 

2. I needed to be more careful while preparing the attendance sheet, if I make any mistake 

preparing attendance sheet it will affect Employees Salary. 

 

Learnings 

1. I learned the procedure of Manual attendance sheet  

2. Know the basic functions of ERP and its functional benefits and flaws 

3. Types of leaves and policies  

4.  Pros and cons of attendance management system 

 

Feedback 

I was apprised by my supervisor for completing this task tactfully, and it was helpful for her to 

release uneven pressures of Day to day work. 
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Project – 2 

Project Title: Prepare Roster Duty Schedule for Different Departments 

Assigned Division: Human Resource Department, Deepto TV 

Time: April 03 – April 06, 2021 

 

 

Project Details 

A duty schedule is an important thing to operate an organization. The Human Resource 

Department prepares a roster duty schedule for every department at the beginning of every month 

in Deepto TV. Every department has a coordinator to collect duty shifts of respective officials and 

submit them to the Human Resource Department. Human Resource Department prepares a duty 

schedule for every particular month from the department-wise submission. An individual or 

organization could find all the required information like office shifts, overtime, off day from there. 

 

 

My Responsibility  

My official supervisor assigned me to prepare the roster duty schedule for the month of April, 

2021 of Kazi Media Ltd. and required it to finish it by 4 working days. First of all, I was tagged 

with the coordinators of every respective department to collect their employee wise schedule and 

then have to compile to prepare the master copy of it. 

When I worked for preparing roster duty schedule of the respective department, I needed to log in 

to the roster duty form. There are many departments like Broadcast Operation Administration, 

Makeup Artists, Voice Artists etc. Say for example I am preparing the duty roster of the Graphic 

Design Team. I need to log in to the duty roster server and then check the duty roster of Graphic 
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Design according to their internal duty schedule submission which I got from their coordinator. 

Every roster slot consists of 7 days tenure. 

The notable aspect is that there doesn’t have any day-wise duty allocation in the server, so I need 

to accommodate it date-wise first and then prepare the month-long duty schedule of all 

departments because all the departmental submissions were day-wise instead of date. 
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Image 2.1: Duty Schedule List for Makeup Artists 

 

Image 2.2: Duty Schedule List for Video Editors 
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Image 2.3: Duty Schedule List for Graphics Team 

 

Image 2.4: Duty Schedule List for On Line Sound 

Editors Team 
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Roster Duty Form for Broadcast Operation Department 

 

 

 

                                                      

 
 

 

 

Before Image 2.5 

After Image 2.6 
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Roster Duty Form for IT Department 

 

 

 

 

 

 

Before Image 2.7 

After Image 2.8 
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Roster Duty Form for Admin & Security 

 

 

 

 

 

 

Image 2.9 Before 

After Image 2.10 
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Challenges  

It was a bit time consuming to compile all the primary data of different departments to prepare 

roster duty schedule. 

 

Learnings 

1. Learnt the process how to prepare a duty roster of big poll of employees 

2. It was good learning to coordinate a job and the way of communication people of different 

mind set 

3. I learnt the job like shifting, slotting and other HR practices to prepare a duty schedule. 

 

Limitations 

1. It was a bit complex for me to accommodate the submitted day wise duty schedule into the 

date wise schedule on the server. 

2. It needed to be prepared two times due to a hardware crash. 

3. There is consideration to put a tick mark for preparing the duty schedule of every individual 

to save it carefully. 

 

Feedback 

As per the guideline of my supervisor I had done the job carefully and finished it by prescribed 

time period. So that it was a well finished assignment from my side as he acknowledged. 
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Project – 3 

Project Title: Prepare Food Expense of Employees of Kazi Media 

Assigned Division: Human Resource Department, Deepto TV 

Time: April 13 – April 14, 2021 

 

Project Details 

This is an effective HR practice of all organizations to prepare food bill for employees. Kazi Media 

Ltd. Provides dine in lunch and dinner facility for employees. Beginning of every month Human 

Resource Department prepares a sheet in which you can find the name, designation, date wise 

meals and column of signature of every respective employee. When an employee takes a meal 

from there he or she needs to sign here as respective authority developed in hard copy form. When 

a HR prepares the food bill of every respective employee he or she will calculate it according to 

their date wise meals and signature on sheets. There are individual sheets for Lunch and dinner 

and a person could easily find the consumed meals separately. 

 

My Responsibility  

I was assigned to prepare food bill for April 01-10, 2021. First of all, I collected the document file 

from Human Resource Department and signature sheets from the canteen admin to prepare the 

food bill for this tenure. They are considering a month in three separate periods, and every period 

consists of 10 days tenure. So I collect the basic information from signature sheets like the number 

of meals a person consumed, their date-wise signature, and other relevant information from there 

and prepared the food bill of every respective employee. Deepto Tv charges 25 tk per meal and its 

subsidized initiative for employee’s welfare. 

Example: Mr. Khondokar Rana, an employee of  Deepto TV, consumed 7 lunch meals on April 

01-10,2021 and charged 25 Taka for each meal according to the food management sheet of the 

food court. 
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Image 3.1: Food Bill for (1-10th) April- 2021 

 

Image 3.2: Food Bill for (1-10th) April- 2021 
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Image 3.3: Lunch Sheet 

 

Image 3.4: Dinner Sheet 
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Image 3.5: Dinner/ Lunch Sheet 

 

Image 3.6: Dinner/ Lunch Sheet 
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Image 3.7: Dinner/ Lunch Sheet 

Sheet 

 

Image 3.8: Preparing Food Bill 
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Challenges  

1. There was a challenge to calculate the total number of meals an individual consumed 

throughout 10 days. Because it was shown only the name of a few of the employees without 

their official IDs, so it was a bit time-consuming to track their meals to calculate correctly.  

 

2. It was a bit confusing to find out the issues in overwriting to give a signature. I was a bit 

confused about whether they were signed or not. 

 

Learnings 

1. I learned how to prepare food bills of employees and gather relevant information which 

will be resourceful for further similar assignments. 

2. Used to learn modern HR practice of Media houses and their execution modality. 

 

Mistakes 

That was the matter of calculating food cost of employees which is directly connected to their 

salary benefits issues. That is why I was more careful to prepare the food bills and made a few 

mistakes to input it to the master sheet which was corrected properly in rigorous checking 

procedure. 

 

Feedback 

I completed the project in the suggested manner as guided by my supervisor and it was finished 

on time. So, my supervisor gave a positive note on it and apprised me a lot. 
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Project – 4 

Project Title: Prepare Salary Sheet for News Presenter  

Assigned Division: Human Resource Department, Deepto TV 

Time: April 05, 2021 

 

Project Details 

This is the core job of the Payroll Department of HR division to calculate the monthly salary 

benefit package of employees. I was assigned to prepare salary sheets for News Presenter. It is an 

important task to prepare individual salary packages for News Presenters because there are many 

issues to consider calculating their salaries. There are News Presenters of different ranks based on 

tenure of  job and experience. We have to consider the pick and off pick time to allocate the amount 

of salaries in favor of any individual news presenter. Commonly, a News Presenter who has a slot 

in prime time he/she will be paid better than any other slot.   

 

My Responsibility  

I was assigned to prepare the salary sheet for March 2021. Respective personnel Payroll 

Department prepares an individual attendance sheet for each news presenter. They have individual 

records of particular days, slots of a News Presenter. My core responsibility was to calculate the 

days and slots of every individual and prepare salary sheets. I got an official document file of News 

Presenters with required information like individuals rank and other relevant information. I 

prepared a file with the position and slots of every individual according to the attendance sheet for 

March 2021. 
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Salary Sheet for News Presenters: 

 

 

 

Image 4.1: Payment of Mohammad Iftekher 
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Image 4.2: Payment of Tarannum Juthi 

 

Image 4.3: Payment of Mohammad Tania Afrin 
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Some reference file of attendance sheet of News presenter which was useful to prepare the 

salary sheet for them: 

 

 

 

 

 

Image 4.4: Attendant Sheet of Mohammad Iftekher 
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Image 4.5: Attendant Sheet of Tania 

Afreen 

 

Image 4.6: Presenter Month End Summary 

Sheet 
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Challenges  

1. This is a major considerable activity of the Payroll department here. So I need to be very 

careful and focused to prepare this flawlessly. 

2. I was accountable to calculate the individual salary packages. Because if they have any 

flaws that I will be answerable for this.  

 

Learnings 

I learnt the modality of salary sheets of employees and the way how to make it flawlessly. 

 

Mistakes 

Very beginning of my assigned task, I was guided by my supervisor to make it flawless. So, I 

emphasized on it and didn’t make any major mistakes here. 

 

Feedback 

I was appreciated by my supervisor because I did my job flawlessly and delivered it on time. 
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Project – 5 

Project Title: Prepare Roster Duty Schedule (Change Time) 

Assigned Division: Human Resource Department, Deepto TV 

Tenure: March 20 – April 30, 2021 

 

Project Details 

Human Resource Department prepares employees duty roster at the beginning of every month 

according to the supervisor’s submission which I explained in (Project No.2) earlier. But there are 

few adjustment-like employees who are not able to follow the pre-scheduled duty roster always. 

There might have few changes like shift change, over time, day off and other relevant issues. 

Suppose an employee has a pre-scheduled duty shift on 7 AM – 2PM, 15 March,2021 but he wasn’t 

able to attend here during that time period. He needs to send a mail to Human Resource Department 

with proper reason. Sometimes a whole department needs to change their shift for unavoidable 

reasons. In this case the department supervisor needs to send a mail with proper reason to Human 

Resource Department. For example, during special occasions like the Krishi Award 2020 few 

departments like admin, marketing and sales personnel needed to stay here full time. In that case 

their department supervisor sent special mail to human resource department for this particular duty 

adjustment. 

 

My Responsibility  

During my two-month internship period, I did this type of activity multiple times, which happened 

every month. Primarily I got the duty roster adjustment list from my supervisor or department 

coordinator every month. You can find the employee details and shift change time from there. 

After that, I try to find the pre-scheduled shifts and period of these particular employees and adjust 

it with new changes. Say, for example, an employee has a regular shift on 10 AM-3 PM, March 

21, 2021, but now he wants to make it on 4 PM- 9 PM, March 21, 2021. I adjust the new shift time 

with the previous one and input here to activate it in favor of him. 
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Image 5.1: Roster Duty Time Change Sheet of News Cameraman 

 

Image 5.2: Roster Duty Time Change Sheet of Technical Store 
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Image 5.3: Changing Roster Duty Schedule time for an Employee 

 

Image 5.4: Changing Roster Duty Schedule time for Employees 
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Learnings 

1. Learned the procedure how to prepare the duty adjustment sheet 

2. Know the initiatives of Human Resource Department to change the duty shifts and times here. 

3.  Gained knowledge about the type of information needs to collect for duty adjustment sheet 

 

Mistakes 

There were a few technical mistakes to input the proper shift data and time slot which I corrected 

carefully in the next slot. Rather than this everything was nearly flawless.  

 

Challenges  

1. I wasn’t able to maintain the proper input process a few times because I was a newcomer who 

were prepare it randomly. So, I needed to cross check it again and again. 

2. Sometimes employees mentioned a few time slots which did not exist in the system. In those 

cases, we need to choose a closer time slot for them with my own jurisdiction.  

 

Feedback  

My supervisor gave me the duty adjustment work regularly because I was fond of doing the task 

from the beginning of my internship and suggested that I finish it daily when I prepare it next time. 
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Project – 6 

Project Title: Roster and Late Point Count (late Point Count of Employees) 

Assigned Division: Human Resource Department, Deepto TV 

Time: March 25 – April 01, 2021 

 

Project Details 

While an organization operates its business and other operations, or it is very important for the 

team leaders to handle each of their employees. Creating and managing the working schedule of 

the employees is very crucial. They have individual shifting or time raster for employees in Deepto 

Tv which is prepared by their highly professional Human Resource Team to ensure better 

productivity and efficiency. There is a specific Time Period like 11 AM – 5 Pm (Shift A) and 5 

PM-11 PM (Shift B) and also have the rules to calculate the late point per hour for delayed arrival 

and early departure. They initiate this to know Which employee is assigned with what work? Till 

what time they are assigned to complete the work? A proper staff roster plan with all the 

information including their shifts, working hours, and the rotation of the shifts has become very 

essential. 

Late Point Calculation Modality 

Commonly, late points are counted for delayed arrival in the punching system which is an inbuilt 

system in the entry gate of the office. It’s an automated system to track the employees. Say for 

example an employee has duty shift 11 AM-5 PM and he/she needs to arrive before 11 AM. But 

we I have seen him/her arrived in the office at 11:30 AM. Normally 1 late point will be counted 

over there and if it is 12:01 2 late points will be counted over there. If an employee will get 4 late 

points it will be considered as half day leave. If Any abnormality found any job roster like there 

are pre schedules of any employees like 11 AM-5 PM but did find him/her in another slot it will 

be checked with a roster which is uploaded in the system. There might be the issue of interchange 

of duty roster or technical mistake of initiating the roster. So that we do not count it as a late point 

of half day leave. 
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Eventually at the end of every month calculate all the late points of an employee and if it shows 5 

points it will be entitled as one day leave and if it is 10 points it will be considered as 2 day leave 

and deduct from the leave balance of an employee.  

My Duties & Responsibilities 

I was assigned to find the late points of all employees of the Broadcast Operation and Engineering 

Department. It was a calculation of 131 employees for March 2021. There is an intelligent ERP 

system to keep the information of employees, duty rosters, and other information. I opened two 

tabs here. One tab was dedicated to the duty roster form to find the month-long duty shifts with 

the date and additional relevant information. 

 

Image – 6.1: It shows the duty roster of an employee with dates 

 

Another tab was dedicated for attendance detail report where you can find the In-Out time 

information of employees which is directed by automated inbuild system in entry gate. 
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Image - 6.2: it shows In-Out timing of Employees 

 

After that I prepared an employee roster and late count sheet for match 2021. 

 

Image – 6.3: Mentioned screenshot shows I prepared a seven days employee wise point list 

which will be effective to accommodate a full month table. Besides of it there are two tabs 

like Employee roster sheet and attendance sheet to check simultaneously. If anybody has any 

late to arrive at the office then 1 late point was added here and if thet don’t have any late 

that was blank indeed. 
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Image – 6.4: Screenshot 4 states the consistent duty roster of Mr. Tofayel in March. The 

period was March 08-14, 2021. 

 

I checked his particular date of attendance like 8 March in a detailed attendance report which is 

automatically tracked in the automated entry system at the gate. A Detailed attendance report 

shows Mr. Tofalyel’s shifts, total job hours and other information. I used this modality to calculate 

the Duty roster and late points of all employees of the Broadcast operation and engineering 

department for the month of March 2021. 

 

 

 

 

 

 

 



46 
 

Few screenshots of preparing Late Point Count Sheet of mine below: 

Image – 6.5 

 

Image – 6.6 

 

Image – 6.7 
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Limitations: 

1. That was a bit time consuming for me to calculate the late point of hour-to-hour calculation. 

2. Initially there were some miss matches in the sheet for half day leave calculation. 

3. That was tough for me to accommodate the shifts which were inter changed among the 

employees. Because there weren’t any notes to find. 

4. It is also an important issue to notify that this is newly introduced HR regulation in depot 

tv to count individual late points. So there are many issues to solve very exclusively. 

 

 

Learnings 

1. I have learnt the Job roster and late point count modality. 

2. New Experience to work on a professional ERP system to manage employee data and other 

information. 

3.  It was good learning to deal with different problems and developing the skills to find the 

solutions. 
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Project – 7 

Project Title: CV Sorting and Interview related activity 

Assigned Division: Human Resource Department, Dipto TV 

Time: April 22 – May5, 2021 

 

Project Details 

This is a regular activity of Human Resource Department of every organization to collect CV, CV 

sorting, Qualification checking, call them to participate in Interview and other recruitment 

activities. My official supervisor assigned me various types of activities which are connected to 

requirement procedure during my internship period. Deepto tv follows standard requirement 

procedure for hiring any staff. 

 

 

My Responsibility  

Task 1 

There was a requirement to recruit a journalist as an Economic Reporter. I got a few CVs from my 

supervisor and called them to collect basic information before taking part in the interview. I asked 

them to know their interest in working in Deepto TV; if they said yes, then asked to know many 

other things like their present job status, Current organization, duties and responsibilities, and 

availability. I prepared a note sheet with all collected information of deserving candidates. I 

informed them to call further to share the interview details like date, time, location, and other 

relevant information. 
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Task 2 

After a certain time period I called them to inform them about the particular date of interview, 

Place of interview, Particular time slot and other information to join in the interview.  

 

 

Task 3 

My supervisor assigned me to give a reminder SMS to the interviewee of the IT officer position. I 

got a standard template of SMS text and made it customized for this particular SMS copy. Then, I 

prepared it for applicants and submitted it to my supervisor for his observation. Finally, it was sent 

by the respective personnel. 

 

Task 4 

I was instructed by my supervisor to prepare a list of interviewees for a particular position in 

which I need to input their name, current designation, organization, contacts and experience 

detail. It was another assignment for me in my work tenure. 

 

Task 5 

I was assigned to receive interviewees, Find out their particular serial number, Collect signature, 

direct them to the interview room and other activities for interview of IT officer. 
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Image 7.1: Preparing Interview Top Sheet 

 
Image 7.2: Sorting CVs 



51 
 

 

 

 
Image 7.3: Interview Top Sheet 

 
Image 7.4: Interview Top Sheet 
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Image 7.5: Screenshot of Call history 

 

 

Image 7.6: Screenshot of reminder Text Message 
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Image 7.7: Collected information from Candidates 

 

Image 7.8: Collected information from Candidates 
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Challenges 

There is an important considerable issue to approach properly towards the applicant in the time of 

discussion because it shows the organizational norms and practice which represents overall 

impression. I have never done this type of task before. That is why I need  to be very careful about 

it and faced challenges in every task. 

 

Mistakes 

1. I made the mistake of inputting the educational qualification and intuition in note sheet of an 

interviewee. 

2. Forgot to know the experience and ideas about the economic unit and their exposure in relevant 

fields in few cases. 

 

Learnings 

1. How to approach towards a prospective candidate 

2. Basic information criterion of applicants and how to prepare the top sheet of interviewee 

3. Basic requirement procedure which is followed in Deepto Tv 

4. Type of information needs to collect for selecting a applicant for interview 

 

Feedback 

My supervisor advised me to be more organized , more careful in the time of talking with 

applicants and need to be more stable and calm to operate this type of task in future. 
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Project – 8 

Project Title: Prepare CommonWealth Scholarship 2021 (first batch) List    

Assigned Division: Human Resource Department, Deepto TV 

Time: April 15 – April 16, 2021 

 

Project Details 

Kazi Media Ltd. arranged the CommonWealth Scholarship “Skills for work” and employees of 

different departments took part in it. Employees applied for it and participated in a quiz 

competition as per their preferred subjects. Selected employees have the preference to choose any 

particular field of study and courses to get enrolled. CommonWealth sent them relevant videos 

and articles to get knowledge about particular subjects. 

 

My Responsibility  

My assignment was to collect different information about participants like their videos and article 

type, Length, Name of resource persons and submit it to my supervisor. Primarily I collect the 

department-wise participant list, list of examinees, Successful applicants from every respective 

supervisor. After that, I used to call everyone to know the basic information like article and video 

type, duration, Name of resource person, expected time duration of the training program, and other 

relevant information. I also send them a list of quarries which we need to know and discussed over 

the phone. 
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Some following snapshots to see the relevant documents: 

 

Image 8.1: List of participant, examinees and Successful applicants 
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Image 8.3 & 8.4: Screenshot of Text Message 

 

Image 8.2: Screenshot of Call History 
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Image 8.5: CommonWealth Scholarship 2021 (first batch) List    

Image 8.6: CommonWealth Scholarship 2021 (first batch) List    

 

mage 8.6 
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Image 8.7: CommonWealth Scholarship 2021 (first batch) List    

Image 8.8: CommonWealth Scholarship 2021 (first batch) List    
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Challenges 

It was a task of information gathering of a huge number of employees so needed to communicate 

with all to get information from different departments. 

 

Learnings 

1. That was an opportunity for me to know the approach of formal communication towards 

the colleagues and cross functional departments. 

2.  Develop my skills regarding modern human resource practices. 

3. I learnt how to pursue others to make the work process more smooth 

  

Mistakes 

1. I was a bit confused to find people with similar names. 

2. Missed to input the field of interest and subjects of few employees 

3. I missed out on a few of the employees in the list.  

 

Feedback 

1. My reporting supervisor advised me to approach more softly for internal communication. 

2. Suggested me to give more concentration to overcome the flaws and errors to complete 

this task perfectly. 
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Internship Outcome 

However, I was a student of Media Studies and Journalism Department and my major was Public 

Relations. But I did my internship in a different aspect of learning which is more connected to 

human resource management. Following outcomes which I achieved in my internship period: 

1. Basic jobs of human resource department, their work process and real application of tasks 

2. Learned the way to manage job pressure 

3. Task management procedure 

4. Skills to cope up with office environment and colleagueship 

5. I have improved my communication skills towards the relevant groups 

6. Know the way to delegate with others and make the work process smooth.  

7. Learned the skills on information management system 

8. I was a student of Public Relations, so I didn’t have the knowledge about human resource 

management. After completing my internship, I got the basic knowledge about it and diversified 

to gain skills and practical exposure.  

9. I worked on various projects and developed the expertise to work on projects and how to 

finish it on time. 
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Workplace Log 
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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: Asaduzzaman Romel 

 

University ID: 161012089  

 

Name of the Institute/Organization: Kazi Media Limited (Deepto TV) 

Corporate Office Address: 7/A/GA, Tejgaon Industrial Area, Dhaka- 1208 

Email: info@deepto.tv Web: http://www.deepto.tv 

 

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

42 hours approximately 

 

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

No 

 

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  

 

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.  4 

3 I am open to new experiences.  5 

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

5 I can recognize my personal strengths.  4 

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 4 

11 I have the ability to work cooperatively with others  4 

mailto:info@deepto.tv
http://www.deepto.tv/
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12 I have the ability to communicate effectively  4 

13 I have increased my ability to be a leader  4 

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  5 

16 I have broadened my critical thinking skills (reasoning, problem solving) 4 

17 I have learnt the ability to work independently  4 

18 I feel my classroom learning was enriched  4 

19 I have the ability to connect academic subject matter to the real world.  4 

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  4 

22 I received an opportunity to explore a specific career  5 

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?  4.5 

 

 

5. General Comments  

It was a great experience to do my internship in my host organization. First time in my life I have experienced 

an official environment for 8 weeks. This was new to me and this will help me in my professional career 

further. 

 

 

 

 

_________________________________ 

Signature of Intern 
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Professional Competence 

 

Professional Competence is achieving the capability to perform as a professional, with skills of 

acceptable quality. Competence includes professional knowledge, attitude and skills. During my 

internship period at Deepto Tv, I was able to learn such skills. The competencies acquired by me 

during my internship are listed below: 

 

 Skills: 

1. I have developed Microsoft Word/ Powerpoint- related skills. 

2. As an HR intern, I have developed HR related skills. 

3. As an HR I had to communicate with various types of people. I developed my 

communication skills while working at Deepto Tv. 

4. Working with the HR team in Deepto Tv, I have developed my teamwork skills. 

 

Knowledge: 

1. I have learned how to work under pressure. 

2. As an HR intern, I have gained HR related knowledge. 

 

Attitude: 

1. First time in my life  I have worked with an organization. I was very nervous but after 8 

weeks with Deepto Tv, my confidence level grew very much. 

2. I realized and understood how to finish a task within the deadline. 
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Appendix 
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1.Screenshot of preparing Payroll Employee Attendance 

 

2. Screenshot of preparing Payroll Employee Attendance 

Attendance 
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3. My prepared Monthly bill for District Correspondent 

 

Attendance 
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4. My prepared Monthly bill for District Correspondent 

 

Attendance 
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5.  Internship Completion Certificate 

Attendance 
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6. Deepto TV ERP Server 

Attendance 

 

7. My Working Desk 

Attendance 
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8. Working at my desk 

Attendance 

 

9. HR & Admin Desk 

Attendance 
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 10. Deepto Tv Shift List (I used it for almost every Project) 

Attendance 
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11. At Workplace  

Attendance 

 

12. Canteen of Deepto TV 

Attendance 

 


