
1.
OBJECTIVE OF STUDYING THE ORGANIZATION
Amson Vaccines & Pharma (Pvt) Ltd., is one of the leading pharmaceutical company in Pakistan.

Following is the strength of Amson:-

Plant

Executives


=
7 (5 Male, 2 Female)

Managers


=
11
Officers Male

=
140

Officers Female

=
7

Workers Male 

=
378

Workers Female

=
112

The objective of studying this organization is to study the practical way of dealing with human resources.
As Amson has a complete organizational setup so it gives me an opportunity to look into the daily and policy matters regarding management of labour and other staff.
All the legal and labour laws of Govt. of Pakistan are enforceable in Amson.
Amson has comprehensive policies and documentation of management, these policies are reviewed time by time and audited by ISO and Ministry of Manpower, Labour and Overseas Pakistanis, Govt. of Pakistan.
I have the following objectives to select and study Amson for my internship.

1) Amson has a complete Human Resource Management Setup.
2) To check how to apply theory in practical

3) To enhance my practical knowledge about Human Resource Management

4) To have an experience about How to work in an office environment.

5) To develop Managerial Skills in myself.
2.
INTRODUCTION TO AMSON VACCINES AND PHARMA (PVT) LTD.
Introduction 

Amson Vaccines & Pharma is one of the leading top 10 nation wide pharmaceutical companies. Established on 21st June 1995. At Industrial Triangle Kahuta Raod, Islamabad. Technology Sharing Partners & Marketing Associates of Amson are Chiron Vaccines Italy, Green Cross Vaccines Belgium and Beijing Hollycotec. 
AMSON has technology transferred and Chiron is a leading biotechnological company making scientific approaches to discover and develop innovative healthcare products for prevention and treatment of  infectious diseases. Chiron is active in three businesses: biopharmaceuticals, vaccines and blood testing.

The vaccine production facilities of Chiron are operating in Germany, Italy, Holland and India. Chiron has a marketing network in more than 70 countries and has its headquarters in USA.

Chiron Vaccines is a global business that currently offers more than 30 novel and conventional vaccines for adults and children. Chiron Vaccines is one of the largest suppliers of vaccines to UNICEF and other donor agencies. Chiron being the largest manufacturer of Polio vaccine, has played a special role in polio eradication campaigns in Pakistan sponsored by international agencies.

Green Cross Vaccine Corporation develops, produces and markets vaccines against the major wide-spread diseases. As a member of the Rhein Biotech Group, Green Cross Vaccine Corporation uses modern biotechnological techniques for the production of prophylactic vaccines that are of a high quality, safe and affordable. 

Green Cross Vaccine Corporation market its products through a global distribution network spanning more than 55 countries in Europe, Africa, the Middle East, Asia and South America.

Beijing Holley COTEC specializes in the production of medicines against tropical diseases. COTEC is manufacturing and marketing more than 50 products. The most famous product, COTECXIN® (Dihydroartemisinin), is one of the best antimalarial, widely recognized by the medical professionals.
Since its inception in 1992, COTEC has established its marketing network in more than 70 countries, especially in Africa, Asia, Central and South America and South Pacific Region. For the purpose of R&D, COTEC has also set up a powerful technical support and consultant team comprising of leading Chinese doctors and foreign experts of various specialties.
According to WHO Pakistan is  located in medium to high risk area

geographically. As per the official reports and different surveys, one out of every ten persons is a carrier of Hepatitis B virus. To combat this fatal disease, Amson have started local processing of Hepatitis B vaccine – Amvax B. The main objective of Amson is launching Amvax B is to provide a quality product at an affordable price.
 

Amvax B is the only Hepatitis B Vaccine in Pakistan, which is available in WHO recommended ampoules. Amson have installed a unique ampoule filling line and import pre-sterilized closed-mouth ampoules, thereby minimizing the risk of contamination, while ensuring quality.
 

Amson have in-house facility for conducting 13 different tests on Amvax B, specially for potency, sterility, and toxicity. Furthermore, before marketing Amvax B, samples are also sent abroad to a WHO pre-qualified laboratory for duplicate testing. After positive duplicate test report, Amvax B is released for marketing. Amson is  constantly striving hard to reduce the price so that every Pakistani is immunized against Hepatitis B.
 

Amson initiated the local processing of Tetanus Toxoid – Imatet – in 1996. For Imatet also, and using pre-sterilized closed-mouth ampoule to avoid any risk of contamination. Amson have been very successful in capturing a major market share of Tetanus Toxoid in Pakistan. The credit goes to production team for providing a very high quality product at an exceptionally economical price. Presently, Amson is performing 7 types of tests on Imatet to ensure its stability and potency. As in the case of Amvax B, samples of Imatet are sent abroad for duplicate testing.
 

In addition, Amson have acquired the requisite technology for Rabies, Measles and Influenza vaccines. Trial production of Rabies and Measles vaccines has already been conducted. Further plans include the manufacturing of  Anti-Snake Venom in freeze-dried form which will be a new experience in Pakistan.
Amson produces 

	INJECTIONS:-
	TABLETS:-

	Amvax Inj. (Hepatitis B)
	Fefan Tab. (Ferrous Fumarate)                  (for Iron deficiency)

	Imatet Inj. (for Tetanus)
	Myconil Vaginal Tab. (Nystatin)
(for vaginal infection)

	Rabipur inj. (Anti Rabbies)
	Cotecxin Tab. (Dihydroartemisinin)

(for malaria)

	Forax Inj. (Cefotaxime Sodium)
(Serious Infections)
	Silimarin Tab. (Silymarin) (for Jaundice)

	Hyzonate Inj. (Hydrocortisone Sodium Succinate)
(Physical injury Trauma serious)
	Secnim Tab. (Secnidazole)
(for stomach warms.

	Prenor inj. (Buprenorphine)
(Severe pain killer)
	Newmac Tab.  (Clarithromycin) 

(for throat Infection)

	Penzocine Inj. (Pentazocine)
(Severe pain killer)
	Amsolide Tab. (Nimesulide) 

(for joints pain)

	Cesod inj. (Ceftriaxone Sodium)
(for ENT, wound, Bone & joint infection)
	Axal Tab.  (Alprazolam) 

(Anti depression)

	Rohgam Inj.(for complicated delivery cases of women’s.)
	Vespin 5 Tab. (Amlodipine Baslate)

(for blood pressure control)

	CAPSULES:-
	Famotid Tab.  (Famotidine) 

(for Chest burning & Anti Gastric)

	Awzi cap (Azithromycin). (Antibiotic)
	Amsol Tab. (Paracetamol) (Pain killer)

	Omepral cap. (Omeprazole)
(for ulcer infection)
	Ranited Tab. (Ranitidine) (Duodenal ulcer)

	Pyricam cap. (Pyroxicam) (Pain killer)
	Cardrin Tab. (Acetyl Salicylic Acid)
(for chronic pain)

	Esomepral (Esomeprazol) 

(for stomach ulcer)
	Isotham Tab. (Refampicin + Isoniazid+ Ithambutol, Pyrizinamide) (anti T.B)

	SYRUP / SUSPENSION
	Ripe Tab. (Anti T.B)

	Myconil Drops. (Naystatin)

(for mouth infection)
	Ciprox Tab. (Ciprofloxacin)  (Anti biotic)

	Silimarin Susp.(Silymarin) (for Jaundice)
	Sindam Tab. (Sulphadoxin, Pyrimethamine) (for malaria)

	Awzi susp. (Azithromycin)
(for throat infection)
	Amfax Tab. (Venlafaxine) (Anti Depression)

	Newmac Susp. (Clarithromycin)

(for throat infection)
	Glimer Tabs. 

	Cotecxin susp. (Dihydroartemisinin)

(for anti malaria)
	Amdoxine Tab. (Pyridoxine) Hcl, Vit B6)
(for Strengthen Muscular)

	Secnim susp. (Secnidazole)                 (For stomach warms.)
	Ethrifin 

	Inventive syrup. 

(Dimemorfen Phosphate) ( for cough )
	Loramine (Loratadine) (for allergy)


3.
OVERVIEW OF THE ORGANIZATION

Amson Vaccines & Pharma have a complete organizational setup. Here is an overview of the Amson. CEO of the organization is Chairman who sits in Head Office with Managing Director and other Executive members of the organization. 

3.1
Mission Statement 
Improve the quality of life by developing and marketing therapeutic and preventive healthcare products at affordable prices while ensuring high quality standards. In the long term, make Pakistan self-sufficient in EPI and non EPI vaccines and innovative pharmaceutical products.

3.2
Community Services 
Besides the manufacturing and marketing of quality healthcare products, AMSON VACCINES & PHARMA (PVT) LTD also supports the under-privileged and vulnerable sections of society by providing them products on subsidized rates. In special cases it is free of cost. Amson collaborate with various reputed NGO’s and social organizations in order to organize free medical camps at frequent intervals. Amson has launched a social welfare program for creating awareness about hepatitis and providing treatment. 

3.3
Human Resource Department
Amson has two Branches with the same name as Human Resource Management one is working in Head Office and second is at Plant. I have studied Human Resource Department of Plant where HR department is working with almost all legal and other Human Resource Management issues.  HR department is headed by Human Resource Manager and work in the following fields.
1) Recruitment, Selection and appointment
2) Hiring & Firing

3) Internal Sources & External Sources management

4) Performance Management

5) Performance Appraisals

6) Transfers, Promotions, Demotions, Termination & Retirement
7) Incentives and Compensations

8) EOBI & Social Security matters

9) Bonuses

10) Medical

11) Trainings

12) Employees attendance, Leaves & Employees overtime management
13) Transportation

14) Meal etc.
3.4
Marketing Division

The basic objective of Amson’s Marketing Division is to supply the best quality medicines and vaccines in the shortest possible time and provide them to the people at their door step. Marketing and delivering life saving medicines and vaccines is a great honor for Amson’s  personnel. The Marketing and Sales team comprises over 300 young and energetic people who are highly qualified in basic sciences, biochemistry and pharmacology. The marketing skills are continuously upgraded by conducting special courses in Pakistan and abroad. 
3.5
Procurement Department
Procurement Manager is the head of department and responsible for procurement of quality material and real time delivery of material. This department is responsible for making estimates (collection of data) for proposals submission by the organization/Marketing Div.  Also opening tenders for the material in bulk quantity required for production.  Evaluation of vendors in coordination with Quality Assurance department includes in its job. Dealing with  L/Cs and local purchasing on credit and on cash. 
3.6
IT Department

Information Technology plays a key role in every organization. Including internal information management and announcement of organizational achievements and tenders. Amson’s URL (www.amson.org.pk) have the advertising material and other facts and figures related with the progress of organization. Such type of advertising is controlled and modified as required by the marketing needs.
IT department have developed Databases for every department. Using these databases every department have a comprehensive record of their transactions and daily working. HR department database have a comprehensive databank for the HR activities. However there is a further need to develop it more to meet the increasing needs of modern HR techniques.
Amson is progressing rapidly. Since the establishment of Plant from June 1995, Amson provides a grooming field for employees and playing a key role in producing quality vaccines and other pharmaceutical products. Though there are some flaws are to be removed in managing employees, but we can forecast positively that these will be removed because the Management style is flexible to adopt new changes in business world and posses a digestive culture for new technological advancements. 
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5.
HUMAN RESOURCE PROCESS AT AMSON  
As the Human Resource Management is becoming more and more important for the organizations of new business world Amson also have a complete Human Resource Management Department with almost all the key functions including Recruiting, interviewing, testing, selecting, orienting, training, developing, caring for, evaluating, rewarding, disciplining, promoting, transferring, demotions and dismissing employees and managing relations between top management and employees.
Human Resource Management is responsible for organizing the employees so that the organizational tasks can be achieved effectively and efficiently. 
Human Resource Management Department Hire new employees through a complete induction and screening process and trained them as per the requirement of their job specifications.  HR manager is the bridge through whom employees can approach the top management regarding solution for the problems and for other HR related issues.
All the employees are united in the single unity of faith in hard work. As there is no formal union in the organization, so the relations of the employees are favourable with each other in the supervision of the department managers.

All the employees are satisfied with the unity as it protects their rights. The coordination between the different departments in the organization is achieved through such relations that are much needed to make the environment suitable for good performance.
The details about the Induction training and development and performance management will be discussed in coming pages. 
5.1       Human Resource Planning (HRP) and Forecasting
HR planning and succession management programs are integral in enabling Amson to achieve mission of contributing to a prosperous, healthy
and self-sufficient workforce. As the workforce ages and the competition for skilled employees becomes even tighter, Amson need to be proactive in HR planning and succession management if they want to continue to build a high performance, high involvement, and inclusive workplace.
There is a specific method is used to plan and forecast the HR needs and measure the technological enhancement which may become the basic need to develop. 
When ever any vacancy is generated the concerning departmental head send a requisition for new employee to the HR Manager who obtain approval from Managing Director for that particular post. 
However training section is working to develop the skills of employees according to current needs of employees to perform the current duties efficiently.

The pattern which is followed in Amson for developing skills is as fallows.

5.1.1     HRP Process

Amson is using Standard Operating Procedures which are readily made and Managers and trainers are using these standards to conduct training for career development of employees.
Career Development is used to guide and groom employees in their job through different means so that they keep growing in their job through suggestions and aptitude indicated by respective departmental heads.

The procedure covers the career development of employees of the AVP Plant so that all employees while working in the plant are given the opportunity to grow in the organization by improving their ranks or grades. Human Resource Manager is responsible to supervise all activities.

It concentrates on a formal, organized planned effort to achieve a balance between employee career needs and organizational future workforce requirements.

Process
As an employee reaches the level of Assistant Manager, the Human Resource Manager initiates discussions with respective departmental heads about job expectations and career options, the employee performance, skill, attitude, potential are analyzed, employee is also given chance for field preference. The Human Resource Manager in coordination with relevant departmental heads examines the present needs of the organization to perform career planning. Once the field is selected the employee is given training over the period of time on the specific subject.

Grading System 

The Human Resource Manager develops and maintains the Grading system of Officers and workers. The Grading System shows the possible movement from bottom to top direction. Officer’s and Workers grading system is enclosed at end as, Annex –A and Annex- B. 
Rotation System
The Junior Officers and Officers are rotated in various departments for six month to one year for the purpose of training and in-depth orientation of the system. The Human Resource Manager finalizes the Yearly Rotation Plan keeping in view the training requirements, potential etc and submits to Managing Director for approval. Employee is communicated about the rotation plan. The rotation plan serves the purpose of training as well as it provides the chance to check practically the potential of employee, which helps in field selection. 

Postings

If there are any vacancies, it is the policy of Organization to give chance to own employees first. The Human Resource Manager recommends the person on the basis of his past experience, skill, potential etc. to Managing Director for approval. After approval, the employee is communicated for selection of new task, and is posted to relevant department. The employee has to take over the new post after one month of office order.

Promotions

The Human Resource Manager submits the Performance Appraisal Report of each employee (separate forms for Department Heads, Officers and staff) (Annex-C,D,E). The Managing Director analyzes the reports and based on performance, skills, training and vacancy of next grade promotes the employee to next grade, this exercise is usually done once at the end of year but can also be done more than once as per Managing Director’s advise.
5.1.2

Forecasting HR Requirements
To develop and enhance the skills of employees HR Department conduct trainings. The topics of training are finalized in coordination of Department Heads. HR department send an Annual Training Plan to the departments which includes the Topics of training and its features.
There is no formal method is in use to measure the overall needs of HR development due to technological advancement.
5.1.3      Methods to forecast HR needs
Training Need Analyse form is used to measure the training needs. This form is filled up by Department head and submitted to HR department for further consideration and arrangement for training.
Below is the Controlled Form for Training Need Assessments, where we can see that all the options are open for individual department head, HR manager just sing it as for info check.
AVP/HRD/TS/QF/004

AMSON VACCINES & PHARMA (PVT) LTD.

      AMSON

Training Need Analysis

	Name
	
	Designation
	

	Department
	
	Experience in Relevant Field
	

	Total Experience
	
	
	


Organization’s Expectations 

	

	


Job Knowledge 

	

	


Abilities

	

	


Performance

	

	

	


Conclusion

	

	


	
	

	Concerned Person
	Human Resource Manager 


5.2  EMPLOYEE RECRUITMENT & SELECTION

[image: image1]
Amson frequently is in need of hiring new employees. For the hiring of new people they adopt certain policies. Following is the detailed procedure of hiring the new employees:

First of all, the departments judge their needs of new people. Then they evaluate the job requirements, then they submit Personnel Requisition Form
This form contains complete details about the individual required to work in the position under consideration like Qualification, Technical Skills, Job Specifications and additional details. Requestor may mention if he find any person fit for the job within the organization. Its up to further analysis of Human Resource Manager how can he transfer or provide the desired person to the initiator of Requisition. 
Below is the Personnel Requisition Form:- 
AVP/HRD/QF/003

        AMSON VACCINES & PHARMA (PVT) LTD.

      AMSON

Personnel Requisition Form

	Date
	

	Post
	

	Age
	


	Department  / Section
	

	Qualification required for the post
	

	Extent of pervious experience 
	

	Computer literacy
	


Job Status 

	· Existing Position

· New Position
	Replacement for
	

	
	Reason needed
	

	Full Time
	Part Time
	Temporary

	Schedule




Can the vacancy be filled from internal source?

	

	Urgency of requirement: Immediate
	As and when required


	Requested by
	
	Approved by


HR manager analyse the data given therein Personnel Requisition Form and discuss the department head who initiate the requisition for more details if required. We can see that department heads have to briefly describe the position in every aspect.
5.2.1 Sources of Candidates

Internal Sources & External Sources

5.2.1 (a)
Internal Sources

Internal Sources of selection for filling a vacant position are 

Transfers and Promotions

When a department head submit Personnel Requisition to HR with detailed Job Specifications HR manager advertise the vacancy through Inter Office Memo with in the Organization. Employees who are willing to work in that position contact the HR manager through proper channel. (by the approval of Concerned departmental Head)

HR Manager evaluate the Internal Candidate’s record and if he is suitable then he call the candidate for interview. Remaining process is same as the Conduction procedure of new employee. 
5.2.1 a)     External Sources

If the internal sources are not available to fill in the vacancy then HR manager use external sources 

External Sources are Data Bank of CVs available and Advertisement.
HR department have a data bank of CVs which is maintained according to qualification of applicants like Pharmacist’s CVs, Microbiologist’s CVs Worker’s CVs etc. They obtain the relevant applicants from that data bank and call them for interview/test. 
In case they do not find any suitable individual from that data bank then they Finally, use the print media to advertise for the vacant posts. In the newspaper, all the information about the job like qualification, experience, salaries package, duty hours are mentioned.

5.2.2     Employment Selection Process
It is the policy of AVP to appoint candidates on the basis of credentials, potential and past experience. Further more the age of the candidate is verified by original educational records that should not be less than 18 years at the time of appointment. Minimum educational standard proposed is matric. 

To select a foreign candidate, the Managing Director decides the process of selection. Organization follows no specific procedure for recruitment of foreign nationals. Human Resource Manager decides the selection procedure, which includes interviews, standardized test, written or practical or both.

 Human Resource Manager also forms a selection committee in consultation with Plant Manager and informs all members of the committee about interview/test at least 48 hours before the scheduled interview/test. 

The Human Resource Manager calls the candidate for test or interview or both. Normally, an Employment Form (Annex-F) is sent to the candidate with the call letter for interview otherwise this form is filled by the candidates, when they report for interview.  

The Human Resource Manager ensures that all degrees are from recognized universities or an institute recognized by Higher Education Commission.

For conducting the test, the Human Resource Manager forms a panel generally headed by the Plant Manager and comprising relevant Departmental Heads and designs the objective of test and selects the percentage of acceptability. The designated panel tests and interviews the candidate. Each panel member assesses the candidates and gives his comments and recommendations. After the completion of test or Interview, short-listed candidates are re-tested for final interview if required.

AVP has a standard compensation system. If required, the panel or Human Resource Manager may discuss and negotiate the salary expected, terms and conditions by the candidate. 

The Human Resource Manager discusses the results of interview with the Plant Manager, gets his recommendation and submits to the Managing Director for approval. The Managing Director evaluates the results of interview and approves the recommended candidate by signing the Employment Form. The Managing Director makes the decision of approving or rejecting any candidate.

After Approval, the Human Resource Manager issues appointment letter to selected candidate. Unsuccessful candidates are informed accordingly.

At the time of joining, the Human Resource Manager sends the newly inducted personnel for medical checkup and vaccination. If he/she qualifies the Organization health standard, he/she is allowed to join, otherwise he/she is given time to complete his/her medical treatment. 

The candidates are hired on temporary basis i.e. on probation initially for three months and extendable to six months. Accordingly the Human Resource Manager issues the Job Description to the new candidates. After the completion of probationary period his/her performance is reviewed and assessed by the departmental heads. The departmental heads submit their report to Human Resource Manager. The Human Resource Manager takes the conclusion of assessment to Managing Director for approval. In case of satisfactory performance, the candidate is hired on permanent basis.

In case of unsatisfactory performance, the candidate is communicated with the results. Human Resource Manager sends the report to Manager Accounts for monitory clearance. 

The Human Resource Department maintains the personal files of all personnel, which include their bio-data, credentials, training records, leave records, medical treatment, award/punishment record etc.

In addition of the recruitment of personnel for the AVP Plant, Human Resource Manager is also responsible for hiring labor on daily wages for various construction and maintenance works. At the time of hiring the labor, Human Resource Manager briefs the labor about basic Environment, Safety and Health procedures and hands over the labor to the relevant personnel of Engineering Department. It is the responsibility of Engineering Department to take work and to provide necessary Personnel Protective Equipment.
(A Case of Selection of Mr. Mukesh Kumar Khatri is enclosed)
5.3 Training and Development 
Training & development department is the key player of HR team. Training section conduct trainings for employees development inside of the organization as well as provide training opportunities for them outside of the organization.
5.3.1 Training need assessment 
Training & development section collect data for training need assessment through 

a) Observation by Training officer

b) Recommended topics by Department heads

c) Questionnaires 

Training officer visit the departments and observe the training needs for general topics like Environment, Safety & Health. These trainings are conducted as per schedule issued monthly, bi-annually and annually. 

The topics or field of training is also suggested through the department heads. These topics are also obtained through Appraisal Forms. Department heads also send Inter office memo to Training Section if they realise training need for there subordinates. 
Training Officer send Questionnaires to Department heads to draw a specific training topic. An example of such questionnaire is as fallows:-

AMSON VACCINES & PHARMA (PVT) LTD.

TRAINING NEED ANALYSIS QUESTIONARE

NAME__________________________DEPARTMENT__________________
DESIGNATION___________________
PAY NO.______________________
QUALIFICATION _________________
JOINED ON
___________________
Please read the form carefully and mark your opinion in given boxes.


1. Job Knowledge
               Fair

              Satisfactory
       Good






2.  Ability to complete the given assignment    Low 
   Average.  
       Standard   



3.  Ability to work under pressure 

Yes 


No 

NA


4. ISO 9001 Knowledge


Yes


No

NA



5.  GLP Knowledge

                      Yes 

           No  

NA




6.  CGMP Knowledge
                      Yes 

           No       
NA       




7.  OHSAS 18001 Knowledge                  Yes     

No  

NA       




8.  SA 8000 Knowledge
                      Yes     

No  

NA      




9.   Nature of job                 Physical  

Mental

         Both


10. Needs Rotation

                          Yes                                  No           






          If yes then in which department/Section









11. Is he capable to complete all tasks assigned to him according to job                                      



 description.                            Yes 
                                    No 



12. If No than which area he needs to be improved. Please mention the area of improvement.

______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________

13. Do you recommend him to be sent to outside training.  Yes 
      No            

      if yes please Explain type of training?       

______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________
Remarks if any
   

______________________________________________________________
______________________________________________________________
______________________________________________________________
14.What are organizational expectations, and how he is performing currently?

______________________________________________________________
______________________________________________________________
______________________________________________________________
15. 
 If he is doing well on his current job can he be given additional responsibility / Task to perform in same Job time? If Yes, Please mention the specific additional responsibility.

______________________________________________________________
______________________________________________________________
16.   Is the qualification of employee compatible with the job assigned to him?

______________________________________________________________
______________________________________________________________
17. If he has already attended any out side trainings / training what was the response after attending those trainings/training? Do you see any impact of those trainings / training on his work? If “yes” Please specify that improvement in space given below? 

______________________________________________________________
______________________________________________________________
_______________
     __________
         ___________     
________

Department Head

 Date


Manager HR                Date
In case of any suggestions/ improvements please mention in column given below:

	


Name_______________________ Department/ Section ___________________
Signature____________________

To asses training results and getting training feed back another form (Training Feedback Form) is in use which can be seen in this report as (Annex –H)
By studying these forms I have observed that Training need assessment is based on the remarks of Department Heads. This is the suitable method because the department head knows very well that what kind of deficiencies are in my staff and what kind of training is needed. 

5.3.2

Employee Development
Employee development is needed to attain and increase the job satisfaction level of employees which directly effect the performance of employees, working in an environment. 
Amson vaccines & Pharma plant take care of their employees by giving them benefits and providing them opportunities for their career development. Amson Plant give many benefits to their employees, for instance, EOBI pension, Life insurance, Health insurance, Safe Working environment & proper safe guards, internal trainings as well as external training, Laundry, meal, transportation, and Ethical manners are also described for managers and for all employees to remove stress from jobs. 
Employees are satisfied by their jobs. Amson pay their dues in time. 
Further development of employees regarding their career development within the organization is made possible through
Promotions

The Human Resource Manager submits the Performance Appraisal Report (Annex-C,D,E) of each employee. The Managing Director analyzes the reports and based on performance, skills, training and vacancy of next grade promotes the employee to next grade, this exercise is usually done once at the end of year but can also be done more than once as per Managing Director’s advise.
Trainings conducted by Directorate of Workers Education Pakistan
Directorate of Workers education Govt of Pakistan conduct trainings at plant regarding First Aid General Safety and Emergency handling. The Trainers of Directorate give training to the employees at plant. These trainings are very comprehensive and contain lectures which are very helpful to counter with accidents and hazards as well. AVP plant has established an Emergency Handling Team. 
5.4
Performance Management
Performance Management procedure is don at Amson to elaborate the procedure of assessment for all employees on their performance during the year.

The procedure covers formal assessment of all employees of AVP based on their performance during preceding year to decide on training needs, promotions, award of Increments, any other benefits etc.

During first week of November each year, the Human Resource Manager initiates performance appraisal process by sending performance appraisal report of all personnel to concerned department heads. Performance appraisal report of department heads are sent to the Plant Manager.

5.4.1


Setting performance standards and expectations

Performance of each individual for the year is assessed in relation to:

i. Organization objectives

ii. Departmental objectives

iii. Objective made by departmental heads for individual personnel

iv. Completion of assignments.

v. Management’s expectation.

vi. Personal character traits and general behaviour.

All the performance standards are settled only by individual department heads for their subordinates. This is the department head who report the individual’s competencies through a standard pattern of Performance Appraisal Form, in which all the organizational standards are mentioned with there relevant scores mentioned therein. 

5.4.2


How performance reports are written.

The performance is reflected by filling the annual appraisal report and awarding grade to the character traits contained in the report.

Separate forms are used for assessment of departmental head, officers and staff. List of different traits included in different types of annual appraisal report and used as guide to assess the performance of each employee is given below:

The grades start from excellent (5), very good (4), good (3), average (2) and poor (1).

	Officer
	Staff
	Intelligence/Common Sense

	5
	5
	Extremely sharp, understands well, highly alert.

	4
	4
	Sharp, quick response, good comprehension, bright

	3
	3
	Fairly sharp, can comprehend, well informed

	2
	2
	Can comprehend

	1
	1
	Dull. Ignorant. Misinformed

	Officer
	Staff
	Emotional Stability

	5
	5
	Extremely stable, is never overwhelmed with emotions

	4
	4
	Stable, normally remains composed

	3
	3
	Stable, does not lose nerves

	2
	2
	Slightly excitable but is not perturbed

	1
	1
	Sensitive, excitable, irritable

	Officer
	Planning and Organizing Ability

	5
	An excellent planner, far sighter, an excellent organizer, quickly adjusts to change.

	4
	Makes good schemes, Systemizes his work and lays good foundation for subordinates.

	3
	Makes workable plan, coordinates well in putting thighs together.

	2
	Can make basic plans

	1
	Totally disorganized


	Officer
	Staff
	Responsibility and Dependability

	5
	5
	Highly dependable and trustworthy never requires reminder

	4
	4
	Highly responsible, frequently exceeds expectations

	3
	3
	Responsible, can be relied upon

	2
	2
	Needs reminding

	1
	1
	Casual and careless, always needs a push

	Officer
	Dynamism & Initiative

	5
	Extremely active and zealous, always leads in taking first step

	4
	Highly energetic, forceful, extrovert

	3
	Energetic, pushing.

	2
	Needs to be driven, takes first step when pushed.

	1
	Inactive, reluctant, under confident, lethargic.


	Officer
	Staff
	Integrity and Honesty 

	5
	5
	Extremely honest, trust worthy, incorruptible, Honorable, accepts mistakes.

	4
	4
	Righteous, Reliable, does not blame others.

	3
	3
	Upright, Straight forward, Honest.

	2
	2
	Fairly resistant to temptations, accepts mistakes with reservations.

	1
	1
	Fragile, blames others for his own faults, falls to temptation. 

	Officer
	Decision Making and Assertiveness

	5
	An excellent resolver, aggressive and decisive 

	4
	Sharp, Accurate, Emphatic

	3
	Unfaltering, Forceful

	2
	Faltering, Good Follower

	1
	Hasty, Erratic, Gives in

	Officer
	Management of Personnel

	5
	Extremely influencing, effective team leader.

	4
	Established team leader

	3
	Skillfully keeps team together

	2
	Can lead but needs guidance

	1
	Poor Manager

	Officer
	Performance as Instructor

	5
	Has mastery on the subject, extremely convincing.

	4
	Knowledgeable, Confident, Influencing.

	3
	Has working knowledge, can impart training.

	2
	Has knowledge but hesitates to face audience.

	1
	Shallow knowledge, under confident.

	Officer
	Staff
	Knowledge related to Job, SOP’s

	5
	5
	Knows his job completely and has total control, convincing, logical. Always adheres to procedures.

	4
	4
	Good knowledge both theoretical and practical, keen to improve.

	3
	3
	Possesses good working knowledge and applies well, needs reminding on SOPs.

	2
	2
	Average knowledge often deviates from SOP’s.

	1
	1
	Falls short of requirement, ignorant and does not improve.


	Officer
	Staff
	Sociability

	5
	5
	Friendly, socially warm and magnetic.

	4
	4
	Accessible, conversable, pleasing.

	3
	3
	Generally cordial.

	2
	2
	Mixes in a limited circle.

	1
	1
	Aloof, introvert and unsocial.

	Officer
	Staff
	Punctuality and Discipline

	5
	5
	Extremely careful and always abides by rules, never late.

	4
	4
	Never violates rules, maximum three late comings.

	3
	3
	Generally abides by rules, maximum 8 late comings.

	2
	2
	Has tendency to deviate by generally abides by rules, maximum 12 late comings.

	1
	1
	Generally disregards rules, bad influence, more than 12 late comings.

	Officer
	Dress and Appearance

	5
	Always smartly dressed, follows dress code.

	4
	Always Neat and Tidy, follows dress code.

	3
	Occasionally casual, follows dress code.

	2
	Casual, occasionally deviates from dress code.

	1
	Untidy

	Staff
	Dress and Appearance

	5
	Smartly dressed outside factory premises, meticulous in using uniform, extremely careful in personal hygiene, never deviates from dress code.

	4
	Neatly dressed, keeps uniform-clean, follows dress code.

	3
	Generally well dressed, has tendency to deviate from dress code.

	2
	Casually dressed, occasionally un shaven/untrimmed beard/moustache/nails etc, occasionally deviates from dress code.

	1
	Untidy, often unshaven/untrimmed beard/moustaches/nails etc frequently deviates from dress code.

	Officer
	Capability to Assess Subordinates

	5
	Accurate and firm.

	4
	Fair, does not over assess

	3
	Over assesses, cannot face subordinates.

	2
	Displays likes and dislikes in assessment.

	1
	Poor evaluator

	Officer
	Staff
	Self Confidence and Obedience

	5
	5
	Highly self assured, respectful, regardful.

	4
	4
	Well poised, dutiful, law abiding.

	3
	3
	Self reliant, some what docile.

	2
	2
	Low confidence, submissive

	1
	1
	Shaky, confused, stubborn.

	Staff
	Willingness and Acceptance of Additional Responsibility

	5
	Enthusiastic and highly agreeable.

	4
	Favorable and consenting.

	3
	Prepared and pleases.

	2
	Willing with reservations.

	1
	Reluctant, evading.

	Staff
	Attitude with Colleagues

	5
	Extremely responsive, regardful.

	4
	Responsive, Supportive

	3
	Responds only when asked, generally helpful.

	2
	Evasive, restricts himself to his own work.

	1
	Non-cooperative.

	Staff
	Willingness and Acceptance of Additional Responsibility

	5
	Always willing, cheerfully accepts any additional job.

	4
	Willingly accepts additional responsibility.

	3
	Accepts additional assignment with arguments and reservations.

	2
	Tries evade

	1
	Avoids any additional job.

	Staff
	Response to training

	5
	Extremely responsive, keen to participate.

	4
	Responsive and willing to learn.

	3
	Attends training session as duty only.

	2
	Non responsive during training.

	1
	Avoids training session


	Staff
	Knowledge relevant SOP’s

	5
	Extremely methodical, fully conversant with SOP’s and never deviates from procedures.

	4
	Systematic, knows relevant SOP’s and follows the procedures.

	3
	Possesses working knowledge of SOP’s generally follows the procedures.

	2
	Scanty knowledge of procedures, casual, has tendency to deviate.

	1
	Ignorant about SOP’s generally ignores safety practices.

	Staff
	Quality of work

	5
	Extremely good, praise worthy.

	4
	Good, generally exceeds desired standard.

	3
	Meets desired standard.

	2
	Falls short of desired standard.

	1
	Casual, Careless.

	Staff
	Attitude with senior officers

	5
	Extremely respectful

	4
	Regard full

	3
	Has tendency to argue un-necessarily.

	2
	Argumentative, evades orders.

	1
	Obstinate-disrespectful.


Concerned officers evaluate each personnel on criteria mentioned above. Performance appraisal forms duly filled are sent to Human Resource manager by 30 November.

Reporting channels are defined as follows:

The Human Resource manager updates the performance appraisal records by filling the form Individual Record and sends the report to Plant Manager for further action with his observation if any.

Performance Appraisal Report also serves the purpose of evaluating the performance of all employees on achieving their objective, which they committed or were assigned in the previous year appraisal. While filling the report, the initiating officer, next reporting officer and departmental head ensure that final grading are awarded as follows:

Excellent

Not more than 10% of total strength of the department

V. Good

Not more than 35% of the total strength of department

On the basis of weaknesses observed and areas requiring improvement, the training requirements for next year are also identified. On the basis of topics identified for training in the appraisal form, departmental heads forward the list of topics to the human resource manager for preparation of monthly training schedule for staff and bi-annual training plan for officers. Training plans are thoroughly reviewed by concerned departmental heads before implementation.

Counselling forms part of annual appraisal and is done in June/July each year. Form for annual appraisal report is used for counselling as well. Department heads and initiating officer with mutual consultation, counsel their respective employees. The counselling includes appreciation of achievement and reminder about the weakness. Areas for improvement and need for training are also highlighted. While completing annual appraisal report at the end of the year, the response to counselling is also taken into account. 

The increments will be based on final grading awarded by MD incase of department heads, PM in case of officers and department head in case of staff.

5.5

Employee Compensation & Benefits

Employee Compensation & benefits procedure is developed at Amson to ensure all employees get their dues in every respect as per the procedure listed below. It deals with the compensation of employees of the AVP Plant to ensure that all employee receive their due compensation through the social security. EOBI, Life Insurance and increments etc. so that employees satisfaction is achieved.

The Organization has pre-defined grade structure for officers and workers. Organization pays comparatively high salary than other national companies. After selection of a candidate, the Human Resource Manager communicates the selected grade and corresponding salary scale to the candidate. The appointment letter is issued after complete agreement of terms and conditions by both the parties. The Human Resource Manager recommends the grade on Employment Form for Managing Director’s approval. Managing Director approves the recommended grade and salary or may use his discretion by increasing or decreasing the grade or the salary. The final results are communicated to the candidate. The Human Resource Manager communicates the approved salary to Manager (Accounts) for further necessary action.

5.5.1 
Types of Compensation
a)
Indirect Compensation:
Yearly bonus in a shape of half salary is paid before Eid-ul-Fitar and monitory reward as per discretion of Managing Director is paid before Eid-ul-Azah. Other monitory rewards are also paid to employees from time to time on the basis of their performance. The Human Resource Manager or any other officer may recommend but does not play any role directly in bonus and monitory rewards given to employees, it is only the discretion of Managing Director. The Managing Director directs the Accounts Manager for the distribution of Bonus/Rewards.

b)
EOBI Contribution: 

The Organization contributes to the Employees Old Age Benefits Institution for each individual worker. After the completion of probationary period the Human Resource Manager completes all the requirements of EOBI and sends to Manager (Accounts) to deposit payment. The Human Resource Manager manages the contribution of payment on monthly basis. The record of contributions is archived in Human Resource Department.

c)
Social Security Contribution:
The Organization contributes to the Social Security Institution for providing medical services to the workers. After the completion of probationary period the Human Resource Manager completes all the requirements of Social Security and sends to Manager (Accounts) to deposit payment. The Human Resource Manager manages the contribution of payment on monthly basis. The record of contributions is archived in Human Resource Department.

d)
Life Insurance:
The Organization provides life insurance coverage to all employees. After the completion of probationary period the Human Resource Manager completes all the requirements of State Life Insurance Corporation and sends to Manager (Accounts) to deposit payment. The Human Resource Manager manages the contribution of payment on quarterly basis. The records of contributions are archived in Human Resource Department.

e)          Increments: 
The Human Resource Manager submits the Performance Appraisal Report of each employee. The Managing Director analyzes the reports and based on their performance awards annual increments to the employee, this exercise usually is done once at the end of year but can also be done more than once as per Managing Director’s advise.

f)          Overtime:
It is the policy of AVP that no staff is allowed to work for more than 48 hours per week on a regular basis with at least one day off for every seventh day. If required, the overtime will not exceed 12 hours per staff per week in routine, the staff is remunerated double the amount of basic salary per hour. This policy is not applicable in exceptional circumstances like campaign working.

5.6  

Organizational Career Management
To meet the future plans Amson also settle the milestones for developing skills of its employees. Future needs may be occur due to technological advancement round the world and probably the Organizational Objectives demands the advance knowledge of usage of technology.

5.6.1 Employee Job Changes
Job Change is an important tool to enhance the knowledge of employees for different organizational functions. Amson plant is using this key tool as under:-
5.6.1-a)
Job change within the organization

Amson plant has an internal rotation system to develop the knowledge of employees for inter departmental functions. This system provide the basis for best mobilization of Workforce as well as to manage career of staff.

The Junior Officers and Officers are rotated in various departments for six month to one year for the purpose of training and enhancing the knowledge and experience. The Human Resource Manager finalizes the Yearly Rotation Plan keeping in view the training requirements, potential etc and submits to Managing Director for approval. Employee is communicated about the rotation plan. The rotation plan serves the purpose of training as well as it provides the chance to check practically the potential of employee, which helps in field selection.

· Promotions

AVP Plant has a policy for promotion of employees on the basis of performance. The employee who work hard and give excellent performance in their jobs and other dimensions of their work are promoted to next grade. In addition to this the employees who improve their academic qualification during their job are also promoted to next grade. 
· Transfers
If there is an opportunity for employees to work in the senior position then normally the deserving employee for that position is promoted from within the department. In case no one is there then HR manager seek internal sources first of all, and give them priority. Employees who are interested and think that they can fulfil the expectations of management for that particular position then they submit their applications and then tested and transferred (if succeeded). 

Before the advertisement of the new jobs in the newspaper, the present job holders are tested for the post, if they are up to the standard, then they are given the chance to fill the vacant post.

After a specific period of time, the old employees are promoted automatically. Some times the old employees are promoted on the basis of their extraordinary performance.
· Demotions

Normally Demotions are not take place at AVP Plant. This is the general observation that “Once you have promoted then demotion will be demoralize you”, except disciplinary case. The punishment is based upon the hardness of the issue.
Only once Demotions has been don, in 2002 when the hierarchy of organization has been changed, but we can say that was the change in hierarchal structure and change of designations.
However Demotions are don and treated as a special case. The Managing Director deal directly with these type of cases.
5.6.1-b)            Separations
The following kind of separations are take place in the AVP Plant
·  
Layoff
·      Termination
·      Resignation
·      Retirement
· Layoff
AVP plant do not terminate people permanently or send them on leave for long time without pay or on discounted pay rates. But they are using layoffs in the following manners:-
i-
Surplus Pool

Individual department head discuss the over strength of his department with HR  Manager. HR Manager just count that employee in Surplus Pool. HR manager try to transfer him in any other department. The employee remains in function the current department until any other vacancy or posted is generated through HR department. Only unskilled workers or labour is sent to surplus pool. However such employees are not terminated. 

ii-
Suspension

AVP plant has a policy to do not use physical or mental stress on colleagues, subordinates or any employee at plant. Most of the cases of Suspension at Amson which I have studied are because of Disciplinary mistakes. Managing Director have the authority to decide the period of suspension. During suspension the survivor have to present at Plant but he can not perform his duties.  It is counted as a stain in the career and effect promotions etc. 
·  
Termination

During probation period of initial three months the Organization reserves the right to terminate at any time without giving any prior notice. But when the job has been confirmed and the Confirmation letter is handed over to the employee then the company is bound to give the survivor one month advance salary and then they can terminate. 
For any disciplinary act notified to Human Resource Manager, the Human Resource Manager investigates the cause. The Human Resource Manager may give warning and issues Show Cause Notice. The employee has to answer the notice within stipulated time date. If the problem remains unsolved even after three warnings, the Human Resource Manager submits the termination case to Managing Director. The Managing Director analyses the case and make final decision.

Dismissal
It is the policy of AVP Plant that employees are not allowed for verbal abuse, mental or physical torture by any employee that leads to forced labor and physical contact, that is sexually coercive, threatening, abusive or exploitative Employees who violates the policies or found un-disciplined or they repeat blunder mistakes are dismissed from there jobs. Managing Director issue the official dismissal duration orders.  It depends on the hardness of the issue, some times only show cause notice / warning letters are issued to employees. 
·  
Resignation
Employees working at Amson are bound to submit their Resignation one month before leaving the organization. This condition is mentioned in the employment form as well as in the Job Confirmation letter. (Employment Form enclosed at the end of Report). I want to mention here that the turnover of employees is much higher, but there is no proper planning to reduce this rate that’s whey Hiring and firing is frequent.
TURNOVER COMPARISON 2005 Vs 2006

	 Year
	 Initial 

Strength
	Induction
	Resignation /

Termination
	Current Strength
	Turnover %

	2005
	323
	44
	36
	331
	11%

	2006
	331
	38
	50
	319
	15%


Retirement
AVP plant is registered with Employees Old Age Benefit Institution. They are paying contribution at the rate of 1% from employee’s basic salary and remaining 6% from AVP’s account. They fallow the Old-Age Benefits Legislation to facilitate the retired employees. 

When employee reach at the age of 60 years they are eligible for Old age Pension from EOBI. In the case of disablement because of accidents during working at AVP Plant or outside at official duty, Amson have a policy to compensate the survivor in accordance with the nature of disablement. Disabled employees are given Pension from the Account of Company (Amount is not fixed managing director may decide about such grant.) These employees are recorded in the Account of Retired Employees. 
6.  LABOR MANAGEMENT RELATION
As we know the unemployment ratio is very high in Pakistan, there are a huge number of educated young and energetic peoples are job less or in search of job. Most of them are agreed to work even in strict employment conditions. The official rate for unskilled workers is too low as Rs. 4600 per month. In such a situation if some is succeeded to get a job he feel himself/herself as lucky one. Though it is the nature of human beings that they remain in try to find better opportunity but during my studies at AVP Plant I have observed that the majority of employees of AVP plant are satisfied. Amson is paying at better rate as compare to the other local pharmaceutical companies. 
Amson is a non-unionized organization. Human Resource department is established there to maintain the Labour Management Relations. HR department use different techniques to manage and organize employees in the best interest of the organization. HR department make policies and implement them within the organization for organizing employees to achieve the organizational objectives. 

While recruiting and hiring new employees HR department bargain with the candidates through the designated selection panel. HR manager play a key role during this process. He may give time to candidate to think at offered salary. (details are readily described  in the Recruitment & selection process)
Employees at AVP plant  are allowed to avail their leaves 42 days per annum as per Factory Act 1934. In addition to this medical leave may be given in special cases i.e TB, Cancer, Hepatitis etc. Social Security pays the basic salary to the sick employee for the duration he remain absent from duties. 
There are standard operating procedures implemented to deal with employees and management. Managers or any employee is not allowed for any physical or mental torture any other employee in the organization, even managers can not stress their subordinates. Employees may directly approach Managing Director for any complaint about their seniors or other colleagues. 

HR department plays an active role to deal with disputes and problems. Employees may send complaints in written or can directly complain in HR department. Major issues are investigated and discussed with Managing Director via HR department. Investigations are based on facts and figures of the incident. However Managing Director is the final authority for decision making and no one can challenge his decision. Following are the different mediums via whom information is floated and relations are maintained. 
a. Inter Office Memo (IOM)

The Interoffice Memos used for internal organizational communication. Human Resource Department issues Interoffice Memo. The personnel issuing Interoffice Memos enters the Internal Communication Number on Interoffice Memo from Internal correspondence Register and writes relevant subject of letter before handing over to the specified personnel.

b. External Communication with vendors / other external agencies

The Reference Number letters and controlled number Purchase Orders are used to communicate with vendors and other external agencies. Human Resource Department issues External Reference Number from External Correspondence Register and writes relevant subject of letter before handing over to the specified personnel.

c. Inter-departmental meetings

The Interdepartmental scheduled as well as unscheduled meetings are carried out to improve the communication. The Minutes of the Meeting are circulated for scheduled meetings.

d. Training Session

The Training Sessions are arranged by Training Section according to the need of the training and to communicate the objectives of the training. 

e. Employees Complaint and Suggestion System

Every employee is free to communicate to the Top Management regarding their complaints and/or suggestions either directly meeting with the Managing Director or by dropping the written complaint and/or the suggestion in Suggestion Boxes placed at various location in the Plant. The Suggestion Boxes are opened by Human Resource Manager on weekly basis, and submits all the complaints and/or suggestions directly to the Managing Director. The Managing Director after studying may mark it to relevant personnel for further actions or call the sender for further discussion. 

f. Community Awareness and Complaints System

It is the policy of AVP Plant to communicate with the community about the potential hazards of the Plant by Group Discussion with the community people or by Loud Speaker in case of any emergency.

Any member of the community is free to communicate to the Top Management regarding their complaints and/or suggestions either directly meeting with the Managing Director or by dropping the written complaint and/or the suggestion in Suggestion Boxes placed outside the Main Gate. The Suggestion Box is opened by Human Resource Manager on weekly basis, and submits all the complaints and/or suggestions directly to the Managing Director. The Managing Director after studying may mark it to relevant personnel for further actions or call the sender for further discussion. 

g. Customer Complaints and Feedback System

The Customer can send their complaints either directly to the AVP Plant or through Marketing Department and Quality Assurance Department may request the Marketing Department for the feedback form customer on any specific subject. It is the prime responsibility of Quality Assurance Department to investigate the complaints. 

h. Internal and External Telephone System

Internal Telephone System is installed for the interdepartmental telephonic conversation and external lines are also installed for Fax and external telephonic communication.

i. Public Addressing System

The Public Addressing System is installed to communicate to all employees in case of any emergency.

j.
Posters, Slips, Stickers

Safety Posters, Slips of different sorts, and various stickers are used to communicate the status of material, or to define any hazard or restriction of any area, etc.

7.     CRITICAL ANALYSIS OF THEORITICAL & PRACTICAL SITUATIONS
According to theories of Human Resource Management, HR manager should directly report to the Chief Executive Officer of the Organization where we can see in the management hierarchy of AVP Plant that HR manager is not directly reporting to the CEO, even he is many steps far from the CEO. It means that HR department is have not such an importance as described in the theories of Human Resource Management. Due to this, HR Manager have not such powers and authorities to directly hire, fire, suspend, dismiss or terminate the employees. However he plays a key role in such orders by reporting. The powers are in one hand who may not analyse the real situations as compare to the HR manager who has a daily routine to deal with the employees. So we can not say that HR department is the CEO’s window at AVP Plant. We also can see there that there are two HR departments in one Organization working separately one at Plant and the other deal with the Marketing department and Head Office. These both should work under one supervision, for smooth functioning and decisions can be made effective on the basis of complete organizational studies at one site.
HR planning and succession management programs are integral in enabling Amson to achieve mission of contributing to a prosperous, healthy and self-sufficient workforce. As the workforce ages and the competition for skilled employees becomes even tighter, Amson need to be proactive in HR planning and succession management if they want to continue to build a high performance, high involvement, and inclusive workplace.
Training and development wing of HR department is not functioning as per theories because Training and development means that improving the skills and educating the employees in accordance with the organizational objectives and the advanced technology whereas in AVP plant though, they are giving training to their employees but they don’t forecast or plan their future needs, (if they are doing so that is at very minor). The hiring and firing is on the basis of current needs. The fault in this regard is that they don’t have settled clear and consistent organizational objectives and milestones in the way to achieve those objectives. They are not casting the Training and its resulting output. They just focus on Environment Safety and Health Trainings. Occupational Trainings are conducted rarely and not as much comprehensive as the Safety trainings are.
Training Need Assessment System is not result oriented which is a great approach to obtain the maximum results from trainings. Only the departmental heads fill-in the need assessment Performa and submit it to HR department for further action, even I have seen their departmental heads take it as a formality and don’t track it to check what the action HR department taken in this regard.  
They are not taking the benefit of Performance Appraisal activity in the training & development context. They can easily describe the Training titles in a standard pattern or standard topics (in accordance  with the Objectives) if the HR department provide departmental heads, alongwith the performance appraisal form.  They just use Performance Appraisal Reports for the sake of annual increments, and other benefits settlement.
The rotation plan is made only at Junior Officer and Officer level. This plan is very beneficial in the cases of absents and replacements. I don’t know what is the problem if they implement it in the clerical staff and production staff or at workers level.

The cost of layoffs and resigned employees is not measured. Many fresh employees after gaining the experience, leave the organization. It is a loss of Human Resources of the organization in the short run as well as long run. It causes increase turnover ratio which ultimately increase the cost of selection and induction of employees.
HR department have a database to record the daily attendance, leaves,  overtime and other personnel information. A magnetic Card reader machine is installed at the main gait which helps to record in and out time of employees automatically, but there is a problem with this machine that some times it do not work properly or remain out of order, so they are not relying on this machine and recording entries of in and out time manually also, it takes a long time and the wastage of time and money. They should install two machines at least so that the un-necessary efforts can be reduced and time can be saved.  Such unnecessary activities causes wastage of time and which ultimately effect the other key functions of Human Resource Management like Performance Management, Training & Development etc. 
8.
CONCLUSION
The functions of HR department at plant are running smoothly. The recruitment and selection process is transparent.  The reward system is based on performance of employees. They are in the way to achieve excellence in managing human resource.  All the employees are united in the single unity of faith in hard work. As there is no formal union in the organization, so the relations of the employees are favourable with each other in the supervision of the department managers.

The employees job satisfaction level in good. The coordination between the different departments in the organization is achieved through such relations that are much needed to make the environment suitable for good performance.
They are conservative in their policies. The environment is not flexible to adopt the new technology. Rating and ranking scales are used to measure  Performance  of employees. These scales can be utilized in training need assessment but they are not getting as much as they should. 

Human Resource Management practices are limited. It seems that they are still using old Administration practices. The focus remains in discipline i.e arrival time leaving time, leaves, annual increments, bonuses punishments etc. Though these are a part of HR control and a key component to manage employees and discipline but the main focus of HR management is development of employees according to the organizational objectives. The objectives of HR department are not broad and advanced as per requirements of modern friendly working environment. The managers attitude is like bosses not coaches. Employees working at lower level are not involved or participate in decision making. The job satisfaction level is not excellent as it should be with such facilities (discussed above) which Amson is giving to them. 

However recruitment and selection system (specially for officers) is appreciatable, they have proper Job descriptions and Terms and conditions are decided first then job is confirmed, the resignations and retirement is also procedural.  
Workers are paid for their Hours of Work according to Factories Act, 1934, and all the legislative requirements are full filled in paying minimum wages and overtime payments.  They are also registered with Social Security ordinance 1965 and EOBI under Act 1976. 
9. 
RECOMMENDATIONS
1. They should settle long term as well as short term Organizational objectives. With the help of which, they can make training programs and topics for them.
2. Training & development wing should forecast the future needs.
3. Training need Assessment system should be result oriented.
4. A computerized database is available to record the routine working. They should utilize this in performance management. The Appraisal Form should be computerized and only section heads should be given authority to use this for recording critical incidents during the year, through this they can remove the hollow errors of Annual Appraisal System.
5. They should make the working environment friendly and flexible through using the advanced techniques in their Standard Operating Procedures.

6. The should assign direct responsibility to their employees to improve the employees confidence at their workstation. 

7. They should deduct Gross Provident Fund from the salaries to reduce the Turn Over Rate. 
8. Line managers should have a participation in policy decision making.
9. The condition for presenting Medical Certificate against their medical leaves should be remove to increase trust of them on management and vice versa.
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