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Public Relations
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sharpen my skills with hands-on experience and provide a

significant contribution towards the growth of the organization.
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INTRODUCTION

I used to work in the media as a child actress when I was younger, so I’ve always been
interested in learning about it. In order to make my curiosity a reality, | decided to
enrol in the MSJ program at ULAB. All my life, | have been a Science student, so at
first it was a little difficult for me to pursue MSJ, but my interest in media enabled me
to feel a part of the MSJ community. While studying in the MSJ department, | got to
learn about Public Relations and got very interested in it and chose to do my major in
Public Relations and thought of building my career in it. When | was looking for an
organisation to do my internship, I saw many internship offers but it didn’t intrigue me
as it was not directly from PR department. Then | found out there is opening for PR
intern position at Shahjalal Islami Bank Limited, Corporate Head office so | applied
for it and got called for an interview. | got accepted for the position of PR intern after
my interview as they were impressed by the works | have done at PR4U- ULAB’s
campus-based apprenticeship program. This internship opportunity in the PR
department of Shahjalal Islami Bank Limited helped me to gain a vast knowledge of

bank PR and also let me had first-hand experience on bank PR.

My internship period was approximately three months and | did my level best to
execute all the assigned tasks properly. My primary work was to do clippings of the
SJIBL related news, finance and economic related news. Also | had to do a lot of tasks
like creating guest lists, writing invitations and agreement letters and press releases. |
also had to do meetings with my supervisor for planning the Eid food basket and
making the food basket's item list. Also | got the opportunity to write captions for the
posts of SJIBL’s Facebook page. Although I joined as a PR intern, I got to work with
accounts and finance department and do billings and budgets of advertisements and
make delegation billing, and make EC memos so | had an overall work experience of
banking during my internship period. One of the toughest jobs was to make delegation
billing but with the guidance of my supervisor | was able to do it. For me, the last
three months had been a life-changing experience. It made realize that academic

learning differs greatly from practical learning. It was an interesting and beneficial



experience for me. This internship also helped me to improve my management skills
and communication skills and made me do things which I didn’t know | was capable
of. My internship report reflects all of my projects and experience | had during my
internship period.



EXPECTATIONS/OBJECTIVES

Before joining the internship, | was hoping to get something related to my field and
also wanted to learn more about PR to improve my PR skills. When 1 joined the PR
internship, my expectation was to have an experience of the corporate world and
have an understanding of how it works. As a PR student, I wanted to gain
knowledge on how bank PR worked and this internship in SJIBL helped me learn
that. The first thought that came to my mind when | joined the internship was that |
would get to work with PR professionals closely and learn from them directly

which made me very excited.

The following listed below were my expectations:

To have a better understanding of the corporate world

To have a good relationship with internal and external clients
To have better management skills

To build the ability to work under pressure and meet deadlines

To get accustomed with a professional environment

10



HOST ORGANIZATION

Shahjalal Islami Bank Limited (SJIBL)

(5} Shahjalal Islami Bank

e I}
Committed to Cordial Service

Shahjalal Islami Bank Limited (SJIBL) website:

https://sjiblbd.com/

Introduction:

Shahjalal Islami Bank Limited (SJIBL) is one of the leading progressive Shariah-
based private commercial bank with 132 branches on 10th May 2001 under the Bank
Companies Act, 1991. SJIBL having its network all over the country with cutting-
edge technology that offers customers entirely online services is comprised of a team

of highly motivated employees that are dedicated to advancing banking excellence.

Their missions are:

Providing uncompromised customer care and services

Establishing strong integrity standards

Creative banking that is inclusive

Value that is sustainable for all stakeholders

To meet challenges and pursue excellence, systems are updated and specialists are

continually developed

11
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For quick and accurate customer service, system automation and digitalization employ
cutting-edge technologies with full proof security

Development of Human Resources based on Morality and Ethics

Services:

Green Banking

School Banking

SME Banking

Online Banking

SJIBL Deposit Schemes
SJIBL Investment Schemes
Account Services

SJIBL Cards

Foreign Exchange

12



ORGANOGRAM OF SHAHJALAL ISLAMI BANK LIMITED
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TASK AS AN INTERN

I joined at SJIBL’s PR department as PR intern. When I first joined as a PR intern, I
thought 1 would be only asked to write meeting minutes for the bank’s meetings but I
got the opportunity to do a lot of tasks related to bank PR instead. My primary work
was to do clippings of SJIBL news, economic and finance related news. Then my
supervisor introduced me to billing and budgeting and billing delegations for
advertisements. I was given the opportunity to write captions for SJIBL’s Facebook
posts as | already had experience of writing captions of social media posts. Also | had
to write press releases and draft different types of documents such as agreement
letters, invitation letters, EC memos, guest lists and emails. All the challenging tasks I

completed during my internship made me realize my capabilities and my potentials.

Below | have mentioned the tasks | did during my internship:

Arranging clippings of SJIBL news, finance and economic related news
Preparing different types budget of advertisements

Preparing billing of advertisements

Making billing delegations

Creating EC memos

Preparing guest lists for events

Drafting various documents for official purposes

Writing press releases

Writing captions for posts

14



PROJECT DETAILS
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PROJECT 1

Project Title:

Preparing caption for Padma Setu advertisement post by SJIBL and budget and billing
of Padma Setu advertisement publication.

Project Brief:

For the opening of the Padma Setu, SJIBL published their advertisement about the
opening of Padma Setu congratulating the Prime Minister, Sheikh Hasina, in the
advertisement. So for that a poster was made to be posted on SJIBL’s Facebook page
with caption. Also for the publication of SJIBL's Padma Setu advertisement on

newspaper, budget and billing had to be prepared.

My Responsibilities:

| had to come up with a caption for SJIBL’s Facebook post about “Padma Setu” in
Bangla. Also | got the opportunity to give suggestions during the poster making and 1
suggested to choose a picture of the Prime Minister’s attire where she is wearing blue
& white as it goes with the SJIBL’s logo which is blue and white as well. | had to
prepare a budget for the advertisement in newspapers that the advertisement can be
published in. | had to prepare billing for the payment of the publishing the

advertisement in different newspaper.
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Image 1.1: Caption in Bangla for “Padma Setu” Facebook post of SJIIBL
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Image 1.2: Picture of “Padma Setu” post from SJIBL’s Facebook page
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Challenges:

| had to write the caption in Bangla which was pretty challenging for me as my Bangla
is not that good as | was born in Japan and went to an English Medium School. With
the help of my supervisor and suggestions | wrote the caption of SJIBL’s “Padma
Setu” post in Bangla. This was my first time preparing billing so I chose wrong billing
delegation at first but my supervisor reviewed it and gave me correction. | made some
errors while preparing the budget but it was easier than writing the caption and

preparing the billing.

Mistakes:

Wrong choice of Bangla words
Spelling mistakes in Bangla
Made error in choosing billing delegation

Made errors in Microsoft Excel while making budget

Learning:

Learnt how to be proficient in using Microsoft Word
Learnt how to choose right billing delegation
Learnt how to write good captions in Bangla

Learnt how to prepare budget
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PROJECT 2

Project Title:

Making budget and billing delegation of SJIBL’s “Foreign Exchange Branch

Relocation” advertisement

Project Brief:

SJIBL’s Foreign Exchange Branch has been relocated so for that SJIBL had to publish
advertisement in newspapers for their clients to know. For the publication of
advertisement in many renowned newspapers, we had to make budget to see the total
amount of money that would be needed. Also billing delegation had to be prepared for

the amount to be paid to the newspapers.

My Responsibilities:

| had to prepare a budget for advertisement publication in newspapers that the bank
wants their advertisement to be published in. From the budget, my seniors chose in
which newspapers the advertisement would be published. I also gave suggestion in the
poster making and we thought of making two posters one for English newspapers and
the other for Bangla newspapers. | prepared billing delegation for the amount of
money to be paid to the newspapers and the billing delegation of each newspaper was

different from each other as the billing amount was not same.
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Image 2.2: Billing of “Relocation of Foreign Exchange Branch” advertisement by
SJIBL using billing delegation B-14 (b)
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By the grace of Almighty Allah
with the expansion of business
Foreign Exchange Branch
of the bank has been relocated to a spacious place
on 29 June 2022.

New Address:

Humayun Court
21 Motijheel C/A, Dhaka-1000.
Phone-01755-556109, 01755-556209

Banlk

C o

Shahjalal Islam

' T
Committed to Cordial Service

Image 2.3: “Relocation of Foreign Exchange Branch” poster by SJIBL for

advertisement in English newspapers
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Image 2.4: Billing of “Relocation of Foreign Exchange Branch” Advertisement by

SJIBL using billing delegation B-14 (a)
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Image 2.5: “Relocation of Foreign Exchange Branch” poster by SJIBL for

advertisement in Bangla newspapers

Challenges:

It was my first time preparing budget in Microsoft Excel for advertisement publication
so | made some errors while making the budget table. My supervisor reviewed it and
changed some of the contents of the table. | had to make sure the budget is correct as
depending on that it will be chosen which newspapers the advertisement will be
published. | had to prepare different billing delegation as the amount of billings is not
same for every newspaper. The billing delegation is very new to me so | made errors

on it choosing the right delegation for the payment.
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Mistakes:

Used wrong equation in Microsoft Excel while making budget
Error in the amount of money for newspaper advertisement
Correction in budget format

Used wrong billing delegation

Learning:

Learnt how to be proficient in using Microsoft Excel
Learnt billing delegation format
Learnt about different types of billing delegations

Learnt how to prepare budget

24



PROJECT 3

Project Title:

Preparing draft press release and news for SJIBL website for “Inauguration of SJIBL’s
Foreign Exchange Branch” and writing message for the poster “Relocation of SJIBL’s

foreign exchange branch” for SJIBL’s Facebook page

Project Brief:

For letting people know about “Inauguration of SJIBL’s Foreign Exchange Branch”
SJIBL had to send press release to the media and publish news about the relocation on
their own website. So press release had to be prepared so it can be published in
newspapers and news websites. Also the news about their relocation had to be
published on their own website so their clients who do online banking through their
website can know about it. Also a post was uploaded on SJIBL’s Facebook page to let
their clients know about their relocation.

My Responsibilities:

I had to write a draft press release on “Inauguration of SJIBL’s Foreign Exchange
Branch” in English from the information my supervisor handed me about the event.
Also | had to write news for SJIBL website on the same topic “Inauguration of
SJIBL’s Foreign Exchange Branch.” Also I got the opportunity to choose the picture I
want to be posted in the press release and news for the SJIBL website. | also had to
come up with the message for the poster of “Relocation of SJIBL’s foreign exchange
branch” for SJIBL’s Facebook page.
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Press Release
- SJIBL relocates its foreign exchange branch

On 29 June 2022, Wednesday. Shahjalal Islami Bank Limited relocated its Foreign Exchange branch at
= Humayun Court, 21 Motijheel-A, Dhaka-1000. To provide better services to their client, the branch has

been shifted at a new place extendedly. The Chairman of the Board of Directors of the Bank Mr.
Mohammed Younus formally inaugurated the relocated Branch as the Chief Guest.

The Managing Director & CEQ of the Bank Mr. M. Shahidul Islam presided over in the ceremony. The
Foreign Exchange Branch started its Banking operation on 11th March 2003. Recently, to give the clients
more improved banking services, the foreign exchange branch has beenlocated to a more spacious place.

N In the inauguration ceremony at the new foreign exchange branch, the Hely Quran, Durad were recited
and Dua Mahfil was arranged for the welfare of the bank. At the ceremony, the bank s commumity
Chairman Akkasuddin Mollah, Eneregvpac’s managing director Enamul H. Chowdbhury Khusru, Bkash’s
i i d distributor Zen T ional Limited chairman Dr. Siraj Boduddin and well-known
businessman and building owner Alhajj Humayum Majid shared their words.

Besides in the inauguration ceremony, the bank’s director Md. Sanaullah Shahid, Khondokar Sakib
Ahmed and Abdul Halim, managing director $.M. Mainuddin Chowdhury and Mitra Kamrul Hasan
- Chowdhury, chief managing director Md. Shahjahan Siraj, Imtiaz U. Ahmed and Nasim Sikander and
many local businessmen and industrialists were present.

The Chief Guest, Md. Younus in his speech said “The commercial banks of the country have driven the
main power of wealth to develop the country. Shahjalal Islami Bank Limited using timely and advanced
o technologies provided high quality banking to their clients and has gained the trust of their clients. The

-
country’sindustry and business main heart is at Motijheel. Shahjalal Islami Bank Limited will playa big +
role in many areas of the countries for wealth development.” o
- z
Page: 1of 1 | Words: 504 | &8 | 10086 (=) [} (+)

Image 3.1: Press Release on “SJIBL’s Relocation of Foreign Exchange Branch” in
English
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thenewstimesbd.com/business/sjibl-relocates-its-foreign-exchange-branch/

Home National World Business Sports Education Health Travel Showbiz

SJIBL Relocates Its Foreign Exchange Branch
- Times Rep

Sy 1 g
=

} .

-June 30, 2022

i e

Shahjalal Islami Bank Limited (SJIBL) has relocated its foreign exchange branch at Humayun Court, 21 Mitijheel C/A, Dhaka-
1000, a press release said Thursday. Chairman of the Board of Directors of the Bank Mohammed Younus formally inaugurated
the relocated Branch as Chief Guest. MD and CEO of the bank M. Shahidul Islam, Chairman of executive committee of the Bank
Akkas Uddin Mollah, MD of Energypac Enamul H Chowdhury Khasru, authorized distributor of bKash and Chairman of Zen
International Dr.Siraj Badruddin , directors Md. Sanaullah Shahid, Khandaker Shakib Ahmed and Abdul Halim, the AMD S. M.
Mainuddin Chowdhury , Mian Quamrul Hasan Chowdhury, DMD (s) Md. ShahjahanShiraj, imtiaz U. Ahmed and Nasim Sekander
were also present.

@ Sunday August 14 2022 HOME TODAY'S PAPER ~ EPAPER ECONOMY BANKING & INSURANCE MORE ~

Shahjalal Islami Bank Limited (SJIBL) relocated its Foreign Exchange branch at Humayun
Court, 21 Mitijheel C/A, Dhaka, on Wednesday.

To provide better services for the clients. the branch has been shifted to a new place extendedly. The
Chairman of the Board of Directors of the bank, Mohammed Younus_ formally inaugurated the relocated
branch as chief guest. according to a statement.

N SITICA
oS Nifd

SJIBL Managing Darector and CEQ Shahidul Islam presided over the ceremony. The foreign exchange
branch started its banking operation on March 11, 2003. The opeming ceremony included reciting from
the Holy Quran, Milad Mahfil and Doa and was held at the branch premises.

The SJIBL managing director and CEO said, “Our main goal is accelerating the country’s economy.™
That 1s

why we want to easily deliver daily financial services and banking products to the country’s ordinary
people’s doorsteps.

Image 3.2 & 3.3: Articles on different new websites from SJIBL’s Press Release
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Image 3.4: News Article on “SJIBL’s Relocation of Foreign Exchange Branch”
English for SJIBL’s website

SJIBL News Room
29 Jun, 2022
Shah)alal Isitams Bank’™s Foreign Exchange Branch Relocated

Image 3.5: Picture of the News Article on “SJIBL’s Relocation of Foreign Exchange
Branch” on SJIBL’s website



Shahjalal Islami Bank Limited @ oo
29 Jun - S

BRANCH SHIFTING l

It’s our great pleasure to announce that, with effect From June
29, 2022 our FOREIGN EXCHANGE BRANCH has moved from Modern
Mansion (1st Floor), 53 Motijheel C/A, Dhaka-1000. to a8 new location
to Facilitate more efficient services to our customers.

NEW ADDRESS

Humayun court (Ground & 1st Floor), 21 Motijheel commercial
Area, Dhaka-1000.

We are committed to providing the customers a superior banking
experience at our relocated modern spacious branch.

Wwe are grateful to our valued customers of the Foreign Exchange
Branch For their continuous cooperation and great support during
relocation process of the branch.

&5 shanjataiistami Bank

OO 231 9 comments - 21 shares

oS Like () cComment £~ Share

Image 3.6: Relocation of Foreign Exchange Branch post on SJIBL’s Facebook page

Challenges:

While preparing the draft press release, | had to make sure | got all the names and
designations of SJIBL high officials correct as it is important. To verify | got the
information of the high officials, | search their names with designation online. Besides
this, 1 even had to make sure | got their sayings correct as they gave it on the
inauguration event as a speech. The news writing that | drafted for the website was
pretty close to the press release but it had to be shorter than the press release so | had
to put all the information briefly in it. For the message of the poster, | had to make

sure it is informational but short so it catches the followers’ attention
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Mistakes:

Made errors in names and designation
Wrong choice of words
Errors in spacing and paragraph formatting

Spelling and grammatical mistakes

Learning:

Learnt how to write press release properly

Learnt how to manage time properly while writing a press release

Learnt the difference between writing a press release and news for website
Learnt right choice of words while writing news

Learnt how to write simple but informational message
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PROJECT 4

Project Title:

Preparing Eid food basket item list, budget and agreement letter

Project Brief:

For the celebration on Eid-ul-Azha, SJIBL prepared food baskets to be given to their
board of directors, high officials and other valued clients. So food basket item list had
to be prepared and budget of the items had to be made. Also an agreement letter had to
be made to give order to the supplier about the food baskets.

My Responsibilities:

| had to prepare a list of the items that will be provided in the food basket with their

original price and prepare a budget for it. Also | had to draft an agreement letter that
would be provided to the supplier for the order of the food baskets.
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Image 4.3 & 4.4: Pictures of Eid food basket
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Challenges:

After joining as a PR intern in SJIBL, | made several advertisements budget but this
was different as | had prepared a budget for list of food items. To make the budget of
the items of the food basket, | had to search the prices of the items online. In several
websites, the price of the same item was showing different so | had to compare the
price of the item between two to three websites to find the original price of the item.
Also | had to make sure | chose the right amount of an item as choosing the wrong
amount could lead to change in price of the item. | have never prepared an agreement
letter so my supervisor guided me while making it. While preparing the draft
agreement letter, 1 had to make sure the information | provided is clear and well
explained as on the basis of the agreement letter the supplier will provide us the food
baskets. | had to mention the quantity of baskets and make a table providing
information of place of delivery, delivery time, mode of payment and product type on

the agreement letter as on it depends how we will receive our food baskets.

Mistakes:

Chose wrong price of item while making budget
Wrong choice of words in agreement letter
Spelling mistakes in agreement letter

Error in spacing and alignment

Learning:

Learnt how to make a budget for list of items

Learnt about different types of budgeting

Learnt how to prepare agreement letter

Understood how to make agreement letter short and provide all the important details
using a table
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PROJECT 5

Project Title:

Preparing name list and labels of Eid food basket receivers and budget of printed

labels

Project Brief:

For the distribution of Eid food baskets to SJIBL’s board of directors, high officials
and other valued clients a list of receivers had to be made. Sticker labels had to be
made to be put on the food baskets for each receiver. Also a budget had to be prepared
for the total number of labels to be printed.

My Responsibilities:

First |1 had to prepare a receiver list for the distribution of food baskets for over 300
people. Also | had to prepare the information that will be put on the sticker labels to be
put on the food basket of board of directors and high officials and other valued clients.

Beside that | even had to prepare a budget for the numbers of label to be printed.
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Image 5.3: Budget of Eid food basket labels

Challenges:

While preparing the receiver list of over 300 people, | had to make sure | got the
names and designations and branch/division of SJIBL’s valued clients correct. To
cross check that, I searched online for the valued clients’ name and information.
Preparing the sticker labels for the valued clients was a little challenging as even a
slightest error in the alignment and margin setting or spelling mistakes in Microsoft
Word could lead to making a wrong sticker label. So | had to make sure that | got
every detail in the sticker label correct. Also my supervisor suggested me to convert
the sticker labels to PDF format from DOC before printing as it would keep the

margin and alignment in place.



Mistakes:

Error in margin and alignment setting while making labels
Spelling mistakes in receiver’s name
Errors in names and designation in list of receivers

Missed putting a receiver name in the list

Learning:

Learnt how to make labels

Learnt about formatting of labels

Understood how important it is to convert documents to PDF format before printing
labels

Learnt how to make a list of gift basket receivers
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PROJECT 6

Project Title:

Making EC Memo, billing & email for SJIBL’s advertisement publication on Rotary

Club of Ramna

Project Brief:

Rotary Club of Ramna is going to release a magazine on the occasion of their
Installation Ceremony on 20" September 2022 so they applied to the Managing
Director of Shahjalal Islami Bank for publishing an advertisement in their magazine.
So for the advertisement publication in the magazine an EC memo had to be made for
the executive committee. After the EC memo was approved, email of the

advertisement had to be sent to confirm the publication and billing had to be created.

My Responsibilities:

| had to draft an EC memo for the executive committee in which it contained what
type of advertisement we want to publish in the magazine which was decided by my
supervisor and he took suggestions from me as well. The EC memo was then
presented to the EC committee at the meeting and after it got approved, | had to draft
an email to be sent to Rotary Club of Ramna for the advertisement publication in their
magazine. Besides this | also had to prepare the billing of the advertisement for the

amount to be paid to Rotary Club of Ramna for publishing SJIBL’s advertisement.
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Image 6.1: Billing of Rotary Club of Ramna advertisement by SJIBL
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Image 6.3: Email to Rotary Club of Ramna for SJIBL’s advertisement publication

Challenges:

I have never prepared EC memo before so it was a little bit challenging to prepare it
but my supervisor explained me how to make it and helped me out. Also as the EC
memo will directly go to the executive committee so | had to make sure there was no
mistake in information because the executive committee will decide seeing the EC
memo if they will approve the advertisement publication or not. While preparing the
email, |1 had to make sure | had the right choice of words and it looked professional.
When | was preparing the billing, | had to make sure the payment amount and other

information are correct as a mistake in the payment amount can create a big error.
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Mistakes:

Wrong choice of words in the EC memo and email
Errors in spacing and spelling mistakes in email

Correction in the EC Memo format

Learning:

Learnt how to be proficient in using Microsoft Word
Learnt how to write professional email
Learnt how to create EC memos

Learnt how to prepare billings
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PROJECT 7

Project Title:

Preparing travel guest List for Mid-Year Business Strategy Summit — 2022 and
calculation of email and SMS receivers from the travel guest list

Project Brief:

For the “Mid-Year Business Strategy Summit — 2022 that was going to take place in
Sikder Resort & Villas,Kuakata, a travel guest list for the guest had to be made who
were going to attend the summit. Also a calculation document needed to be prepared

to make sure the number of email receivers and SMS receivers are correct.

My Responsibilities:

| had to make a travel guest list for over 100 people who were going to attend the
summit in Sikder Resort & Villas, Kuakata. Besides this, | had to even update the
travel guest list. Also | had to make a calculation file of email and SMS receivers from

the travel guest list.
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Image 7.1, 7.2, 7.3 & 7.4: Preparing travel list of guests attending Mid-Year Business
Strategy Summit (over 100 people)
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5 Email Receivers:
. Position Number of people Reporting Venue
B Board of Directors & High 25 Gulshan Youth Club Gate
& Officials
a Branch Officials 96 Green Line Bus Counter,
N Rajarbagh
R Other Officials 10 Own Arrangement

Total numbers of Emails sent: (25+86+10) = 131

SMS Receivers:

Position Number of people Reporting Venue

High Officials Messengers 2 Gulshan Youth Club Gate

Branch Officials 8 Green Line Bus Counter,
Rajarbagh

Total number of SMS sent: (2+8) = 10

Image 7.5: Calculation of total numbers of emails and SMS to be sent

Challenges:

| had to get all the names, designations, and branch/division with the seat numbers
correct as the guests were going to be seated in the bus depending on that information.
To cross check if the information were correct, | searched online as the guests were
SJIBL’s board of directors, high officials and other employees. Also I had to get the
reporting time and reporting location correct as this was very important to reach their
final destination on time. | had to make a calculation file for the email receivers and
SMS receivers as if accidentally I miss sending email to one of the guests they won’t
be informed about the event.
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Mistakes:

Errors in names and designation in guest list
Spelling mistakes in names
Accidentally skipped a guest name of guest list

Error in total number of email receivers

Learning:

Learnt how to make guest list
Learnt how to cross check bank officials information online
Learnt how a file of calculation of total number of email and SMS receivers can make

sending email and SMS easier
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PROJECT 8

Project Title:

Preparing draft invitation emails and text messages for the guests of Mid-Year

Business Strategy Summit — 2022

Project Brief:

For the “Mid-Year Business Strategy Summit — 2022” emails had to be made to invite
the board of directors, high officials and other employees to be at their reporting
destination. Also text messages had to be made for inviting messengers to be at the
reporting location at the right time.

My Responsibilities:

| had to draft invitation emails for the board of directors, high officials and other
employees. As the reporting location of board of directors and high officials was
different from other employees’ reporting location, I had to make draft different
emails. Also there were employees who wanted to travel by their own arrangements so
| had to prepare another draft email for them. For the messengers, | had to create a text
message which mentioned them the reporting location and time.
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3 August 2022

My, Mohammad Younus
Chairman
Shalyalal el Bank Limted

Subject Tnitation for attending Mid-Year Business Strategy Summit
Dea Sir,

We hope you are doing well Itis  grest honour to invite you to STIBL's “Mid Year Business
Strategy Summit 2t Sgkder Resort & Villas, Knskata. We wil be waiting for you at the
Gulshan Youth Club Gate. Please be there at sharp 9pm. Our bus will be there to take youto
‘your destinztion

Reporting Venue:
Date: 18.08.2022
Tane: 9:00 am

Thanik you.
SIBL Tem
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8% August. 2022

M, Mohammad Younus
Chaiman

‘Shabjalal Islami Bank Limited

Subject: Invitati iness Strategy Summit

Dear Sir,

We hop doingwell Ttis a great youto SITBL’s ‘Mid Year Business
Strategy Summit'at Sikder Resort & Villas, Kuakata Wewill be waiting foryouatthe
Gulshan Youth Club Gate. Please be there at sharp Spm. Our bus will be thereto take youto
your destination

Reporting Verue:

Date: 18.08.2022

Time:9:00am

Gulshan Youth Club Gate (Opposite of Azad Mosque main gate)
Road# 109, Gulshan-2

Thankyou.
SITIBL Team
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Subject: Invitation for attending Mid-Year Business Strategy Summit
Dear Concern,
‘We hope youare doingwell. It is a great honor to invite you to SJIBLs ‘Mid-Year Business Strategy L
Summit' at Sikder Resort & Villas, Kuakata. We will be waiting for you at the Green Line Bus Counter,
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Reporting Venue:
Date :18.08.2022
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GreenlLine Bus Counter, Rajarbagh 3
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Image 8.4: List of some invitation letters that has been drafted (over 100 people)
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Challenges:

| had to make sure | got the names and designation in the emails correct as they are
invitation emails to board of directors and high officials and other employees. | also
cross checked if | sent the right reporting location in the emails as the reporting
location of board of directors and high officials are different from the other
employees. Drafting the text message for SMS was easy but I had to make sure it’s
simple and short as it was being sent to the messengers.

Mistakes:

Error in font and spacing
Error in designation in draft emails
Spelling and grammatical mistakes in emails

Mixed up one high official name in email with a board of director’s name

Learning:

Learnt how to prepare invitation emails
Learnt how to give specific information using SMS
Learnt how to draft various type of emails

Learnt how to multitask

52



THE WORKPLACE LOG
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INTERNSHIP OUTCOME

The thing | realized is that internship is not something for just graduating with a good
grade from university but it is a life time experience that gives us a view of the
working life and takes us one step closer to choosing our career. My internship
journey gave me an opportunity to explore bank PR and understand how the corporate
world works. I learnt a lot during my three months internship period and it made me
realize how PR is an important part of banks to keep good relationship with clients, to

promote the bank and keep the bank’s image well reputed.

The employees of SJIBL’s Public Relations Department were very helpful and
supportive which made my internship journey easier and | felt like a part of SJIBL
family. It was a rollercoaster ride for me as before joining the internship | didn’t have
much idea about of bank PR but working in SJIBL’s I gained a vast knowledge of
bank PR.

SJIBL internship has taught me how being punctual, managing my work properly and
adapting to the corporate life is important to be successful. It taught me how to be
proficient in using Microsoft Word and Microsoft Excel and the importance of this
two software in bank PR. | learnt simple tasks such as clippings as well as learnt
complicated tasks like making billing delegation, EC memos and budgeting. This
internship journey also taught me how to draft different types of documents such as
press releases, invitation letters and agreement letters and creating sticker labels. It
also enhanced my communication skills, time management and problem solving skills.

| was never accustomed to bank PR and it made me understand the depth of bank PR.

This internship journey made me realize how much potential and capability I have and
boosted my confidence, | did things which I never thought | would be doing. The
internship journey was very important for my future corporate life as it helped me to
be prepared for it. Also I hope all this internship learning will help me to overcome

any challenges or obstacles that | would face in my future professional life. It also
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made me realize if we are dedicated and focused on our work and put all our heart and

soul in it, no one can stop us from achieving success.
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U ULAB MSJ043

" UNIVERSITY OF LIBERAL ARTS
BANGLADESH

SELF-ASSESSMENT FORM

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

performed.

Name of Intern: Nahian Quader Kaori

University ID: 191012065

Name of the Shahjalal Islami Bank Limited

Institute/Organization:

Corporate Office Address: Plot # 4 , Block #CWN ( C ) , Gulshan Avenue,
Dhaka - 1212 , Bangladesh

E sblho@sjiblbd.com wW https://sjiblbd.com/
m e
ai b

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

internship?

40+

2. Was your internship paid? If yes, how much?
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mailto:sblho@sjiblbd.com

Five Thousand Taka Only

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

following.
[INotatall [ISlightly [IModerately [JQuite a bit Jgreat
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=Notatall 2=Slightly = 3=Moderately 4=Quite a bit 5=A great
deal
NO | CRITERIA (Personal) RATIN
G
1 I have a sense of satisfaction in doing something worthwhile. 5
2 | 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 | can recognize my personal strengths. 5
6 I can recognize my personal weaknesses. 5
7 I have a sense of personal achievement. 5
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8 I have the ability to persevere in difficult tasks 5
NO | CRITERIA (Social/Interpersonal Impact)
9 | demonstrate concern for the welfare of others 5
10 |1 can be understanding and appreciative of people with diverse | 5
backgrounds
11 | I have the ability to work cooperatively with others 5
12 | I have the ability to communicate effectively 4
13 | I have increased my ability to be a leader 4
14 | | feel more connected to my community 5
NO | CRITERIA (Academic learning impact)
15 | I have acquired knowledge from the job duties | performed 5
16 || have broadened my critical thinking skills (reasoning, problem |5
solving)
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 | | broadened my future employment possibilities 5
22 | | received an opportunity to explore a specific career 5
23 | | 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? 4.88
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5. General Comments

This internship helped me to gain experience that | can apply in my future
professional life. Also this opened more job opportunities to me in PR field as now
I am more skilled than before and know more about bank PR. The learning from

this internship will help me to work successfully in the corporate world.

X

o5

Signature of Intern
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PROFESSIONAL COMPETENCES

SJIBL gave me the opportunity to explore bank PR and understand my potential and
capabilities that I didn’t know about. Before joining the internship I didn’t know I
would do and learn so much in few months. It gave me the opportunity to understand
the depth of bank PR and understand the corporate world. SJIBL is one of the most
famous banks in Bangladesh and working as an intern in PR department of it was a
huge opportunity for me and I’m grateful for it. STIBL working environment is very

professional and it taught me how to be more professional.

The competencies that were attained during my internship program are listed below:

Attitude:

In SJIBL, all the employees are very professional and were older than me but it was a
pleasure to work with them as they always guided me and supported me which helped
me to adapt to their surroundings quickly.

It made me realize, it is very important to have an attitude to learn from mistakes and
seek guidance to do my work properly. Also | understood the ability to accept
mistakes, and staying positive and solving problems are very important instead of
giving up.

It also made me realize respecting other’s opinions and taking suggestion for better
work is very important. Though I was just a PR intern, in many scenarios my seniors

gave me the opportunity to give suggestions.

Skills:

It made me understand how communication is very important in PR work. From
having relationship with clients to building brand image, communication is the key to

everything. Before | was shy to talk to people, but working here made communicate
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with other from time to time and this gave me more confidence to talk and increased
my communication skills.

I learnt meeting deadlines is very important and it requires time management skills as
if we don’t meet deadlines everything could go wrong. At first it took me a lot of time
to draft a single document but as | started working on several documents | got better at
it and learnt how to manage the time and draft multiple documents at the same time.

This dramatically improved my time management and multitasking skills.

Knowledge:

It helped me understand how PR is very important in banks to hold a good image and
to sustain good relationship with their valued clients.

| had a vague idea of bank PR before but this internship helped me gain vast
knowledge of bank PR. Before | never even heard of the terms such as EC memos and
billing delegation but after working as a PR intern in SJIBL | learnt how to even
prepare EC memos and billing delegation.

| have gained more knowledge in using software such as Microsoft Word and

Microsoft Excel.

Apart from this, these are the overall skills that I attained through my entire internship

journey.

Using of various software efficiently
Interpersonal skills

Multitasking skills

Problem solving skills

Time management skills

Drafting of different types of documents

Organizing different types of client list
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APPENDIX

Apart from my projects that | elaborated earlier | was even involved in other tasks
such as clippings, and other types of billing and writing captions. In addition, I

have added photographs of some of my other tasks during my internship period
below.

Image A.1: My desk at Shahjalal Islami Bank Limited
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Clippings from date 1% July 2022

1) AIISJIBL News:

*  SIIBL donates relief among flood-affected people in different areas in Sylhet
2) Bangladesh Bank News:

+ BB aims to squeeze money supply to tame inflation.

» BB hikes policy rate to tighten money flow

+ BB takes cautious monetary stance, hikes policyrate
3) Bank & Financial Institutions news:

+ Nomask no service in banks
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Clippings from date 2°4 July 2022

1) AIlSJIBL News:

e« SIIBL distributes relief among flood-hit peple
2) Bangladesh Bank (BB) News:

»  Foggy stance of BB on exchange rate

*  Remittance to rise this fiscal year: BB
3) Bank & Financial Institutions News:
* BB to discourage luxuryimports
*  National bar seek inistry for bank and i
* Indian rupee hits record low, breaches 79-mark on dollar strength

Image A.2 & A.3: Arranging clippings from newspapers



Image A.4: Cutting and pasting SJIBL’s advertisement from newspaper for
clippings
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Image A.5: Clippings ready for submission to Head of PRD
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& Bangladesher Alo Last Page |8inch 8column 5000]

9 |Swadesh Pratidin Last Page |8inch 8calumn 5000]
10 Total Amount 45000

11 |Vat After Tax (15%) 6750
12 Total Amount with Tax. 51750 =
12
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Image A.6: Budget of Eid-ul-Azha advertisement
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z Billing for SME Day 2022 by SJIBL
i Office note:
. Date: 22.07.2022
_ Topic: Shahjalal Islami Bank’z advertizement publication for “SME Day 2022" in “The Daily
i Star” bill clearance 69000 taka,
r
N Newszpaper | Placement of | Column | Inch | Total Each Total Commizsion | Total Payment

& advertisement colmmn' | Colomn/ | amount | % Commission Amount
- publication inch Inch
™ date (Amount)
. TheDailv | Middle pags 4 10 40 Dacided | 60000 |- - 60000
= Star

Total 60000
T O15% VAT | 9000
- Total payment | 69000
. with VAT
1n
B In the last 08-06-2022, in 831th meating of depandent community the “SME Day 2022" ad publication
) has been discussed and payment of 69,000 taka has app: d under “Fis ial Delegation Powsr of
= Ravenus Expenditurs B-14 (b).”
Payvment Order: Under “The Daily Star™

r
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Image A.7: Billing for SME Day 2022
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