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ABSTRAKT

Tato bakal#ska prace se zabyva &évanim a rozvoje zagstnané v Komekni bance, a.
s. Cilem bakai&keé prace je seznamit se s teoretickymi pojmypéiblematiky a nasledné
vypracovani analyzy systému &tavani a rozvoje zaéstnané v Komegni bance, a. s.
Teoretickacast popisuje zakladni metody wavani a jejich uziti v praxi, kompetence
Skoliteli a analyzu pdgeb vzalavani.

Prakticka ¢ast je zarmdtena na kratkou charakteristiku firmy Korer banka, a. s. a
obecnou analyzu systému Hlvani a rozvoje a v této fikn Také jsem v praci uvedla
silné a slabé stranky firmy. Analyzou bylo zjis mnoho problému v oblasfzeni lidsky
zdroji (nevhodny pistup natizeného, nedostatek za&stnand, negiméiend délka
piestavek atd.). V z&w této prace jsou na zakkaénalytickych zji&ni uvedeny mé

doporweni.

Klicova slova: vzdavani a rozvoj zasstnané, metody vzdlavani, zapracovani

zanestnance, identifikace vtvacich pateb, Skolitelé

ABSTRACT

This bachelor thesis deals with human resourcesldement in Komemi banka, a. s. The
aim of the bachelor thesis to become familiar wlboretical notions in this area and
consequently to elaborate the HRD analysis in Kénidranka, a. s.

The theoretical part describes the basic trainimgiams and its application in practice,
competences of trainers and analysis of trainiregise

The analysis is focused on the short charactengtiComegni banka a. s. and on general
HRD analysis in this company. | also presentedctirapany’s strengths and weaknesses.
During the analysis were discovered many problemgshe area of HRM (improper
supervisor’s attitude, lack of employees, inadegjletigth of breaks etc.)

In the conclusion there are presented some recoduatiens based on my findings.

Keywords: human resource development, training nammg, employee induction,

identifying training needs, trainers
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INTRODUCTION

Nowadays, the human resources development is tbgrat part of each company. The
training of employees is the most important pomthis area in order to achieve success
(both personal and corporate).

The human resources development can be underssoagi@cess where requirements are
still increasing. At present the companies are gimnall the time such as people and
methods of training. If the company wants to beceasful and to have a competitive
advantage, it must react effectively on those chan@ he corporate success is for the most
part created by managers and other employeesfdahetbe company should take care of
them very well.

In my bachelor thesis | will deal with the humarsaerces development (training and
increases in qualification), which is decidedly thmin point in each company. The
employees must constantly develop themselves ierdodcontribute to the success of their
company. The employer should properly motivatehieis/lemployees and lead them to
better achievements and qualification. | have chdbés area for my analysis because |
found few problems in training of employees, theduction and attitudes of supervisors in
Komegni banka, a. s. The aim of this bachelor thest® igoint out these problems and
following recommendation for the company. In théiged part | will explain the basic
training programs, role of HRD, training and leagineeds. On the other hand, in analysis
| will deal directly with the company’s system ofRIB and its problems which | have
found.

The theme of human resources development is vetgngxe and it concerns many
methods of training. The company must consider mlust be trained and prepare suitable
training courses for each department within the mamy. The more the company gives
their employees, the better achievements the emefyccomplish and the higher the
profit will be, this is the key of confidence.

| hope that my thesis will be a contribution for KB way that they will use my
recommendation for improving of HRD system and iings future merits both for

employees and managers.
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1 HUMAN RESOURCE DEVELOPMENT

1.1 Definition of Human Resource Development

The aim of this thesis is to explain basic defoms, methods of human resources
development and also reveal the strengths and weaka in HRD in Komeéni banka, a.

s. which will be followed by my recommendation foossible improvement. It is very
important to understand how these methods work éorapany and how do people learn
their skills, knowledge etc.

| have studied relevant sources of information elksoand magazines and | would like to
describe my findings in this work. Human trainiagd development is focuses primarily
on the improvement and development of human s&illd knowledge, so employees are
able to set and meet objectives, to achieve gaalsta improve the organization as a
whole. It contributes to the development of skillseded in the organization to carry out
current and future efforts. The requirements faroadion have risen in previous years and
personal development is more popular than everrbefdowadays, the basic education,
personal and other development of employees iscom@ected and supports the main
objectives of the organization. It is consideredtthirms’ human resources are major
source of competitive advantages. The main purpb3$¢RD is retention and training of
employees, therefore organizations are establishésgssment centers and improving their

own knowledge to turn it over to the employees.

The key elements of human resource development are:

» Learning- defined by Bass and Vaughan (1966), as a “sanatinen a behavior
changes permanently and we can use it as a practegerience”

» Education- development and improvement of the knowledgeyeslskills needed
in all aspects of life

» Development “the growth of realization of a person’s abilifArmstrong 2003,
526)

* Training- is a planned process of taking person’s skilt lamowledge into
practice (through training programs, instructiod avents). The individuals should

achieve levels of knowledge needed for workingatively.
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Human resource development philosophy accordidgiastrong is:
“Everyone in the organization should be encouragetigiven the opportunity to learn- to

development{Armstrong 2003, 527)

1.1.1 Role of HR Development
Training in organization has two main functionsdhiik 2007, 127):
» adevelopment of all kinds of competence
e an enhancement of both short-term and long- téfigiescy
These functions include other development pointemting to their content and procedural
characters (Hronik 2007, 127):

» orientation and adaptation

integration

e qualification

e specialization

* innovation and changes

* motivation
The organization needs to train and develop mandkle managers and employees. The
most intensive training is focused on developindisskknowledge and abilities to meet

objectives.

1.2 The Objects of Training

Training increases our knowledge, skills and urtdexding of people and thing in our daily
life. “Training is the activity concerned with imgaring employees’ performances in their
present jobs by imparting skills, knowledge, artduates” (Plunkett et al. 2000, 410).

» Attitudes -trainee must have positive attitude when he/sheaised. Talking and
acting must be at the same level. Workers learratiitude by observing what
people do.

* Knowledge- knowledge help people to recognize what must @eedand why.
Knowledge includes facts, procedures, ideas, etberWtrainee has particular
knowledge and he/she understands the whole jobh&dias a better chance to do

the job in the best way.
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e Skills- the best way how to teach skills is practice prattice. Trainee first learns
basic information about tools, equipment and maatyithat he/she will be using. It
Is also important to prevent trainee from wrongitsam order to precede future
problems. Workers must be trained to accomplishfahewing goals (Plunkett et
al. 2000, 410- 1):
= Learn many jobs
= Perform many skills

= Function as member of a business team

1.3 Systematic Human Resource Development
The systematic HRD can be defined as an insiseenotining cycle that puts the accent on
the strategies and objectives of HRD.
Four basic phases of systematic HRD are {Bkova et al. 2007, 289):
- identification of needs
- planning and budget procedure
- implementation

- evaluation of process efficiency and further inrtava

All phases are connected with each other and ascdevihey bringsynergy effect.This

procedure you can see in Figure 1.

\“ﬁ identification of @%

needs

evaluation of results

planning

Ny 7 2

implementation

Figure 1. Data, groundwork and cycle of systematigployee’s education
Source: Koubek, J., ABC praktické personalistikyf: Linde, 2000), 322.
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1.4 Identifying Learning and Training Needs

Learning and training activities need to be basedh@se elemental questions: how are
they to be done, why do they need to be done aradwith be involved. The education is
needed anywhere, where there is ascertained atdéifgmontinuity or problem that makes
obstacles for employee or employer to meet thectibgs and to work efficiently. Each
organization wants to sell products or to provideviees in the highest quality and
guantity. The employer must define abilities anguaements for each employee to be able
to realize requirements. Without information abcadtual results at the level of
organization, teams and single employees, traiantydevelopment can never be effective.
Training must fill the differences between what pledknow at a certain point in time and

what they should know in the future. (Armstrong 20853)

There are three questions for organizations befae they start to train:
Where is training needed?
Who needs to be trained?

What must the employee learn in order to be mdrei@ft and productive?

Main questions how organization should plan tragni®@W (Dvaéakova et al. 2007, 292):

What content? What aim and objective should beainihg program?
Who to? Who should be educated?

Which way? What methods will be used?

Who delivers? Who will learn?

When and how long? How long the training will take?
Where? Where the training will be?
What price? How many the training will cost?

Was it effective? What the measure of effect wil? be

The figure 2 shows the four parts of a successdining effort. The whole training process

must be planned step by step.
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Identifying Training Needs

Conducting and Evaluating Preparing Training
Objectives
the Training

Preparing the Training Process

Figure 2. The training cycle
Source: Plunkett, W. Richard, and Greer, CharlesSRpervision: diversity and teams in

the workplace, 9 edition (New Jersey: Prentice- Hall, 2000), 420.

The first step is to consider if the training islhg needed by pointing out needs of the
organization and its employees. Effective analgéiseeds can have impact on financial
sight. If somebody should be trained, it is neetledset up appropriate instructional
objectives and there must be provide suitable itrgirenvironment. The organization

should set up the best development training methadsnaterials. (Sparrow et al. 1994)

1.4.1 Analysis of Areas of Learning Needs

For training to be effective, the learning needsiie analyzed in three main areas. Those
areas include organization, departments (teams)ratididual employees. The analysis in
corporation leads to identifying learning needsvarious departments and occupations.
Individual needs of employees are analyzed sepanatdle common needs deal with a
group of members. These needs are summed up anddlat a whole in corporation. The
areas and methods of learning and training neeelsamalyzed in figure 3. (Armstrong
2003, 553)
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Corporate Group «— | Individual ‘
7 \‘\ X 1 ™~

Analysis Analysis Surveyg | Performance |Job, role Learning

of of and and specification
human ¥ developmert—| competency

business resource reviews analysis
plans

plans

Figure 3. Learning needs analysis- areas and method
Source: Armstrong, Michael, Human resource managenpeactice. § edition (UK,
London: Kogan Page, 2003), 554.

1.5 Training Areas

The training can be provided by many techniqueshkd determinate training area can be
realize in various forms as an education in the mamg or through e-learning. Each
company evaluates its needs and after that thegeladich method they will use.

* Functional training- is method called “professional training” andgtsuitable for
analyst WAN (Wide area network), businessman orgdes. It ties together with
job brief and employees should be able to do thairk by standardized way.
(Hronik 2007, 128)

« Additional functional training it is an expanding method, i.e. designers must be
educated in business acquirements, and this typeaimiing might be called as
“over-professional training”.

* ltis this quality called as “over-professionaliniag”.

 Management development is especially for MBA (Master of Business
Administration). There can be also a developmenteams, solution of problems
and development other manager skills.

* Justin-time courses deals with definite amount of products and deinime for
their production (wikipedia)

e Languages coursesprovides courses in various language

e IT training —learning about PC system, how work with PC

* Specific training - often asserts in just-in-time services. It includssess

management, time management and outdoor training.
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e Training by law -this type we cannot chose because it results faamilt is given.

1.6 Training Programs
There is a distinction between two main traininghods according where they take place
(Dvordkova et al. 2007, 298-300):

- methods “in company on the job”

- methods “in company off the job”

- external training
The method®n the jobare usually used to training less difficult occumag and they are
based on controlling over necessary skills and kedge. It is training of employees in the
company during their job. The methaaf§ the jobcould be out of the company but also in
the company. They are focused on gaining and applskilled knowledge and providing
employees with seminars, lecture etc. These methads especially for training

supervisors, specialists and technical occupatigbsorakova et al. 2007, 298-300)

1.6.1 In Company on the Job

The feature of this way of training is an indivitlapproach to employees in helping them
with adoption of necessary information and skillsincludes instructions by trainers,
managers and leaders in the workplace. Much ofrttieing can be provided through day-
to-day contacts. The trainers play main role, thailingness to teach, to explain the
subject and to provide a feedback. The approactheftrainers must be objective and
professional. It is essential; they do not act ashless and outspoken persons. The
disadvantages may be that managers and team leadearst professional trainers, so they
can be somewhat unskilled at training and unabl@raperly motivate and encourage
employees. The corporation should provide trainomghanagers and team leaders in how
to train effectively. (Armstrong 2003, 563)

Methods used in company on the job are:

e Assistance trained employees are allocated to a manager wéisteagshem with
working tasks. Employees learn work proceduresbarsiness communication until
they are competent to work alone. On the one h#émel, main advantage is
permanent supervision from the part of team leddercan easily evaluate whether

the employee is capable of doing the job. On therdbhand, the adoption of wrong
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working habits may be disadvantage and should tefudly avoided. (Dveakova
et al. 2007, 299)

* Cross training -this method has two forms. The first is horizorgalss training
which represents changing of working positions lenequal level of management.
The second is vertical cross training where an eyed is transferred to other
stages of management. The main advantage of crassng is increasing of
employee flexibility and gaining skill to see comgaproblems in a broader
context. The disadvantage may be the risk of failas the employee changes
various trainers and jobs. (Dtakova et al. 2007, 299)

* Mentoring and counseling are methods for training employees under the
supervision of the trainer. The employees assumoen fthe trainer (mentor,
counselor) skills and knowledge which they needs dmfessional and social
development in order to manage better their tasks.

» Coaching -is the strongest tool in human resources developavaith includes
development of skills supported by trainer or adwuisThe advantage is that
employees are still informed about evaluation eirtivork (feedback) and this can
also improve communication between employee andamp On the other hand,
the disadvantage can rise when the trainee is upgEsure of job tasks. This
method is also time-consuming.&gBhlavek 2005, 74)

» Tutoring -is equivalent of mentoring, it is about learningnfi professionals. The
relation between tutor and trainee is like “an eXpend “a newcomer”.
(Tureckiova 2004, 104)

e Job enrichment -the main aim is to build higher sense of challerayel
achievement within a job. It raises employee’s maiton, flexibility and divides
their activity. (Management- Hub.com)

» Job enlargement er enlargement of description of work station.sTtiethod tries
to remove dullness associated with performing repetsituation. It supports the

communication between members of a group.

1.6.2 In Company off the Job
In company off the job training is intended for mguarticipants and it takes place on
special courses, training areas or centers. Theses are fully equipped and staffed for

training. This type of training is supported byhett internal education institutions, which



TBU in Zlin, Faculty of Humanities 20

know the company environment or external educatistitutions or trainers, who can
display new ideas and solutions of problems. lp&dhe trainee in using systematic
techniques, and in getting the basic skills andakadge to improve their work. The main
disadvantage is the separation of training and jodmbituations. The managers and team
leaders need to use the knowledge from a speatiicse in real life situation. This
implementation may be difficult. Therefore the desb vests in transferring the knowledge
from the learning situation in courses to real &fed practice their knowledge and skills in
real life. (Dvadkova et al. 2007, 300, Armstrong 2003, 564)

Methods used in company off the job are (EaAkmva et al. 2007, 300- 302):

* Workshop -the trainees are guided to solve the case studliéscuses on team
work and especially on training of managers andtore employeeslhe advantage
of this method is contribution to the developmédmmalytic thinking.

» Brainstorming 4s focused on development of creative thinking.rE@member must
give a proposal to solve certain problem. Afterleation of proposals the manager
chooses the best one. Some of the members mightyb® present their ideas and
proposals, it may be considered as the main disdage.

e Simulation -it is very effective method for training of commaation skills
especially arguing and deciding skills. It is basadnodels approaching the reality.

* Role playing 4s based on training practical skills and emotiamgleriences. This
method is very cost effective and is used in mamgeand management training.
The trainee learns independence and self-control.

* Assessment centerss-also called development centre and is espeaaltpble for
training of managers. The participants fulfill vars tasks (diagrams, working on
PC, logical tasks etc.) and solve everyday manaigeroblems. These solutions are
evaluated by PC, men and divided according to nmeadutheir stress. Trainee can
compare his/her solution with optimal one and thgree/she learns. This method
is the very effective but also very expensive.

» QOutdoor training (adventure education)the training takes place outdoors; it is
oriented to solve stress situations, communicatieam leading, coordination etc.
The program is followed by the discussion with &etiveen several participants in
order to find out which skills they have used, htwy have applied them and what

could be improved.
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1.6.3

In Company off and on Job

These two types of training can work also togethemarious methods which are:

Action learning -This method is focused on everyday learning witlisg daily
problems. It is similar to “team work” because ealjues, managers or business
partners help, advice and suggest solution to ipedgiroblems.

Trainee program 4s method for preparing of successful applicant®nder to
take over leading functions and difficult workloattss focused on the absolvent of
the universities with the aim to identify their estgths and weaknesses. The
advantages and disadvantages are similar to aaisig. (Dvdakova et al. 2007,
302)

E-learning -It is learning with the help of electronic techngyqusage of intranet
and internet). The employer shifts responsibility fraining to the employee to
learn by himself. The survey showed that e-learsimguld occupy about 80-90% of
all training in a company, nevertheless, the disibn have come. People prefer to
meet face to face than sitting before a screenafdew hours. The process of
learning may be achieved in a group of members thighsame interest in order to
gain and share knowledge, this link is limited tha internet. The advantage is, that
this method decreases costs such as traveling, edsiwances etc. The e-learning
products are designed for the needs of their cust®ifihe trainees) therefore it is
time saving method. On the other hand, the peoptedoor feedback because the
internet serves mainly for searching of informatiant for a reaction of what the
people do wrong. (Hronik 2007, 199)

E- DevelopmentWhile e-learning is focused on adoption of findingsch are in
existence and well tried, e-development is abostaliering and creating new
findings. Even if it occupies by developing deteraie competences, it takes

usually more than one month. (Hronik 2007, 199)

| have chosen this figure to compare differencesvéen e-learning and e-development

because these two methods are very similar and gesnecan confuse them. The

comparison you can see in figure 4.
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E-learning E-development
Knowledge Knowledge
Standardized knowledge Unique knowledge
Short-term activity Long- term activity
till 1 month about 1 year

Figure 4. The comparison of e-learning and e-degwelent
Source: Hronik, FrantiSek, Rozvoj a ¥t&Vvani pracovnilt (Praha: Grada Publishing,
2007), 199.

Blended Learning
It is combination of various training methods iml@rto achieve the training objectives.

There are two main types of blended learning (Kohéarning):

* Synchronic - it has to take place in the certaiecHfr time. Trainees and trainers
must be at the same place in the same time to\gattheir experiences. (class
training)

* Asynchronous — it can be applied in a differentetiand place but the feedback is

missing. (Books, manuals, video etc.)

1.6.4 External Training

External training is useful for development of leeship, technical skills and abilities.
External training includes seminars, workshops,f@@mces, technical and nontechnical
training. The disadvantage is the difficulty ofriséerring learning into practice because
external courses do not take place in the compgamy.more difficult to provide suitable
external course for specific needs of the comphay internal course provided directly by
company. It may be also difficult to select releveourses for each company. (Armstrong
2003, 565
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Table 1

Training programs

Theoretical Theoretical- practical Practical

Training programs Assessment centers Mentoring

Workshop Development centers Couching

Lectures Role playing Tutoring

Practices Managers plays Counseling
Assistance
Cross training

In company off the job In company off the job In company on the job

Source: Tureckiova, Michael®izeni a rozvoj lidi ve firmach (Praha: Grada Publisg,
2004), 105

1.7 Trainers

The people who conduct the training are selectedrding to the type of training which is
needed. On the job training is conducted espediglisupervisors while off the job training
is provided by outside instructors or in-house pengl. Supervisors are responsible for
productive training of employees; therefore theystnposses the necessary skills and
knowledge to be productive. Trainers should esthbljoals and objectives for their
training and decide how the trainee could achi&eent They also must be taught how to
best communicate with adults and how adults learthé best way. Some businesses are
sending supervisors to courses on training methblsre are many outside courses that
provide training such as technical and vocati@tdlools, services and customers needs
etc. The disadvantage of outside courses is theiteld knowledge of customers’ needs
and company products. For preparation of a gooithitigg it is necessary to provide

suitable location, facilities, accessibility, comfaquipment, and timing. (Zeromillion)

1.8 Evaluation of Training

The main aim is to evaluate training several tindesing the process. Many training

programs can fall off their expectations becausguation was too late. Timely evaluation
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is necessary for training effectiveness and meetimg objectives. The process of
evaluating the training has been defined by Ham{®74) as: “Any attempt to obtain
information (feedback) on the effects of a trainprggram and to assess the value of the
training in the light of that information” (Armstng 2003, 566). Evaluation is a
comparison of objectives (criterion behavior) wabtcomes (terminal behavior) and it
determines how the training has achieved the perpos

When the results of training are evaluated theebétiedback will be. There are four main
levels of training evaluation according to Kirkpekr (1994). These levels follow each
other step by step.

Level 1: Reaction

How the participants in the training have reactitd®nsiders a wide range of topics such
as program content, program structure, instructis@ehniques and abilities, quality of
learning environment etc. There are evaluation tijpmsaires that are administered
following the training. (Byars 1987, 208)

Level 2: Evaluating learning

At this level, information shows which learning etiives have been attained, which skills
were developed, which knowledge has been used amdttainees assimilate to these
points.

Level 3: Evaluating behavior

This level evaluates if the behavior of the tragwbas been changed and in which way. It
shows which knowledge, skills, attitudes were tfamed from courses to workplace.

Level 4: Evaluating results

This evaluation is based on differences betweersurea before and after the training and
if the objectives have been achieved in areas siscincreasing customer satisfaction,
accomplishment of customers needs, increasing, Sgledity of products etc. (Armstrong
2003, 567)

1.9 How People Learn

According to Reynolds, Caley and Mason (2002) liegyrs:

“Learning is the process by which a person acquinesv knowledge, skills and
capabilities whereas training is one of severalp@sses an organization can take to

promote learning”.(Armstrong 2003, 537)



TBU in Zlin, Faculty of Humanities 25

Individuals may learn by themselves and learn frotiher people. They can learn as
members of teams, individually, with the help @liters, managers, co-workers or people
outside the organization. The way and the extenteafning depend largely on the
motivation of the people. It is considered thatrh@ag is an important way, how to get a
good job, how to be successful and how to achi@repetitive advantage in the future.
Learning includes many different theories whichfaised on different aspects. These are
mainly concerned with reinforcement, cognitive feag, experiential learning and social
learning (Armstrong 2003, 538):

* Reinforcement theorylt shows that changes in our behavior are a redudvents
in normal life and experiences from childhood. éople have good experience, the
feedback is positive and vice versa.

* Cognitive learning theory- achieves knowledge and skills by absorbing
information as the principles, facts in order toderstand and memorize them
better.

* Experiential learning theory It is learning from our experience by reflectiog it
so that it can be best understood.

* Social learning theory is based on social interaction (learning fromug® of

people sharing their expertise in their work)

1.9.1 Principles of Learning

It is important not only how the training needs determined but how they can be met.
The use of learning principles helps to ensure thattraining programs will succeed.
There are main principles of how to make trainihg most useful and effective (Byars
1987, 207):

* Motivation to achieve personal goal€verybody tries to achieve their objectives
which he or she has set. The opportunity to leahichvis given to unskilled
employees is the highest motivation to meet thbjedives. The most common
objectives are job security, responsibility, steind achievement.

* Knowledge of resultslt is also called feedback. Analyzing of work theis been
done leads to discovering its progress. This hiels®t goals of what remains to be
learned. Trainer can provide feedback by oral engilans and demonstrations and

written examination.
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* Reinforcement -“The principle involved in this technique is thatinforced
behavior is likely to be repeated and behavior ihaiot reinforced is not likely to
be repeated” (Byars 1987, 207). Two typical positprinciples are praise and
recognition. When the trainee is praised for hisfmerformance he/she performs
better work. On the other hand, punishment ancciziihg of employees can cause
harmful effect.

* Flow of the Training Program Each part of the training programs should go step
by step in logical sequence.

* Practice and Repetition Effective learning focuses mainly on practice and
repetition. When employees discuss their ideaselpps to better concentration on
the subject or task.

» Spacing of sessionsThe length of training depends of the type ofnirag. The
employer wants to get employee out of the trainasy quickly as possible.
However, training can be given in longer interaisn the space of few days only.

* Whole or part training -Training might be completed at once or separdtelgach
different component. The company must decide wkiely is the best one. In my
point of view, training separately for each task awery new job is better way than

complete training at once at the very beginning.
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1.10 Management Development

Also managers must be trained, of course. Managendewelopment helps the
organization to bring up new managers, to improemager’s performance and to give the
management opportunities to development. It requineeeting present and future
objectives. The company must ensure that managetsrstand what is expected from
them and that they have competences required éar tbles. Training evaluation must be
done in order to ensure whether managers haveveecdhe required training and

experience for demanding responsibilities.

business strategy [
business
environment
critical success
factors <

l

organization management
capability capability

l

business performance

Figure 5. The strategic impact of management deveént
Source: Armstrong, Michael, Human resource managenpeactice. § edition (UK,
London: Kogan Page, 2003), 579.

The company must decide what sort of managers beildeveloped and how they can
achieve strategic goals. There are three elemehtshware combined to produce an
effective management development system (Armst2@@3g, 579):
» Self-developmentindividuals are encouraged to learn themselves
* Organization-derived development‘the development of the systems of formal
development is the domain of personnel and managedeyelopment specialist”
(Armstrong 2003, 579)
* Boss-derived developmentis focused on real problems at work provided by a

senior manager
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If trainers train people properly, they can receseene benefits (Plunkett et al. 2000, 412-
3):

* Managers get to know their subordinatewhen managers are dealing with
subordinates, they learn their needs, wants ang gaea chance to obtain
knowledge of each person.

* Managers further develop their own career

* Managers gain more timetrainers become more confident and reliable and
managers will gain more time for planning, contnglland couching,

* Managers promote good human relationshipsimers gain pride and respect
for managers because managers are those who learned

* Managers reduce safety hazards.
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1.11 Summary of Theoretical Knowledge

| have studied several literature sources whiclvigeml me with basis for my theoretical
part. Here | will summarize the most important firgb in my work.

Human Resources Development is a process and tordisthe following stages:
identification of needs, planning of training, figation of training process and evaluation
of training results. Due to the technological depehent and changes of employees’
knowledge, the level of HRD is still growing.

The methods commonly used for training of employaes on the joband off the job
training. Methodson the jobare coaching, mentoring, tutoring, cross trairety Methods
off the jobare workshop, brainstorming, assessment centerDemands on employees
and types of training methods are different in eadmpany. The important step is
selection of trainers with respect to particulapattments. The trainers must be also
properly trained in order to be well prepared tacteother people (must have information
about particular area, practical and theoreticalisskommunication skills etc.).

The significant part in companies is evaluationtraining efficiency. This regards the
reactions of trainees and their opinions on trgnmethods and overall going of the
training courses. The company is also assessinggief knowledge which trainees learnt,
their working behavior, and changes in working lssu'he most important evaluation is
the final value, which means the company’s profitigb

The theoretical findings | will follow up with mynalysis of training and development of

employees in Czech bank Konier banka, a. s.
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2 COMPANY CHARACTERISTIC

2.1 Profile

Komegni banka, a. s. is on of the leading banking intihs in Czech Republic and
Central and Eastern European region. It providesynsrvices in areas such as retail,
corporate and investment banking. The bank is almerof International Societe General

Group since 2001. The Societe General (SG) Groopgdmally a French company.

In the year 2007 1,58 million customers used thevices of the bank through the
telephone, internet banking system and also thranghbranch offices. In the prestigious
MasterCard competition, KB was awarded a prizesnkBaf the Year 2007" and
"Corporate Bank of the Year 2007" while its produbtodra pyramida” was named
"Building Society of the Year 2007". KB is focusidgvelopment of its corporate loyalty,

credibility and its business activities.

The other member companies of the KB financial grofier specialized services, such as
insurance, building savings, factoring, consuman$y etc. The main values with respect to
maximal quality of bank’s services are professimmal teamwork and innovation. KB has

been selling their products over 10 years. KB é&s3flargest bank in Czech Republic and

Is among others the partner of National theatre.

Basic strategy of Koméni banka in the area of Human Resources is toecteay-term

relations with their employees and deepen the natecommunication. The company
created The Personal Guide for the Employees tegetiih sections of Communication,
Quality Management and Innovation and Company $m@aé to facilitate employees’

orientation in company’s environment. (KB)

2.2 KB Values

The KB mission of Training and Development is te@upany strategic developments by
strengthening its staff's competencies and helpinghape themselves in a consistent way
within the framework of the Group’s culture.

To fulfill this mission, Training and DevelopmeRdrsonal Guide for employees):
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* advises and assists its “internal customers” andukiBs to analyze their training
needs and defines the annual Training Plan

* develops or adapts training programs, researchégiss (if necessary in
cooperation with the SG Group) and observes dewgop of training methods

» organizes and coordinates the distribution of ingnwvithin KB across the country

Each year, KB provides a wide range of training olesl and public courses (internally or
externally run), which help employees to gain opiiave expertise and language skills. It
also provides Annual Performance interview in whachployees and managers discuss the
participation in necessary training actions. (Peas&Guide for employees)

Three main values of KB are (KB):

* Professionalism - competition is intensifying, ttiegallenges are increasing. KB
professionalism is acknowledged, their customeve ltanfidence in KB today, but
nothing is acquired permanently.

* Innovation - is a state of mind, a driving forcendvation takes the lead. Every
day, KB is finding new, creative solutions and dymaprocedures which make the
institution competent to react on changes of woreitket and home competition.

» Team spirit - is being proud to belong to a winnf@gup benefiting from the

diversity of its talents and culture.

2.3 Partners, Clients and Shareholders of KB

Partners

Many significant organizations and associationohglto partners of KB, e.g.: Allianz
pojistovna, a. s.Ceskomoravska zakni a rozvojova banka, a. s., Pédpy a garadni
rolnicky a lesnicky fond, a. s., Rating malych i&dhich podnik Hospod&ské komory hl.
m. Prahy, Exportni klub Czech Trade, OZP- Oborodgéawotni poji§ovna, Studentska
karta ISIC. (KB)

Clients

The yearly growth of the clients is about 4 % (¥ ®00) and the number of individual
clients grew about 5 % (1 322 000). In 2008 Modyéamida made 28 000 contracts of
building savings. Modra pyramida serviced about @88 clients in late June 2008,

however the highest number of contracts was in 200dn the conditions for contracts
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were more convenient. The search in 2008, that B Hone, shows the number of

company’s clients (in thousands) by the year 2008.

Number of clients (in thousands)

1500
1200

. 900
citizens
600

300

0
2004 2005 2006 2007 2008

number of clients

Figure 6. Number of clients

Source: KB. Annual reports 2008. http://www.kbilezfs/com/annual_reports/KB-
vyrocni_zprava_2008.pdf

Shareholders
The greatest shareholders of KB are divided inteeparts where Societe Generale Group
has the majority shares (60 %), the minimum st@ksowned by other companies (31 %)

and Investors bank & Trust Co. has 9 % sharesu(€ig)

OOthers

H Societe
Generale

Olnvestors bank

Figure 7. Shareholders of KB

Source: KB. Financial results 2008.

http://www.kb.cz/en/com/investor/financial_resgismi

2.4 Employees’ Figures
Komerni banka a. s. currently employs 7390 employeesetiut 2565 employees work in

head office and 4825 in distribution network. ThHews increase of employees was
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connected with opening of new branches in busimedsvork. In 2004 KB finished
implementing technological and organizational clesngnd optimized the number of its
employees particularly in distribution network. Teegmentation of employees is stated
below. (Bilan Social 2005, 2)

Segmentation of all employees

According to sex: Men 28 %
Women 72 %

According to age: <25 5,79 %
25- 34 29,05 %
35-44 30,58 %
45- 54 27,01 %
55- 50 7,02 %
> 60 0,55 %

2.5 Economics indexes
Table 2

Consolidated indications in millions CZK

Income Statement 2008 2007 2006
Total operating revenue 33714 29 670 26 421
From that: net interest revenues 21 261 18 790 746 2
From that: net charges and
o 8 050 7 756 8 769
commissions
Total operating expenses -14 507 -13 629 -12 400
Net income 13 233 11 225 9211
Balance Sheet
Balance sum 699 044 661 819 598 089
Loans of clients 364 040 304 938 252 505
Deposits of clients 554 570 540 229 481 294
Total Stockholder’s Equity 62 974 50 654 50 257

Source: Annual reports 2008.

http://www.kb.cz/file/len/com/annual_reports/KB-aahueport_2008.pdf
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This table shows the most important KB indexes Wwhibave chosen. In 2008 KB had the
highest income and stockholders equity regardlesdihancial crises that had begun. If |
should consider the year 2009 | would like to paut that the income would be probably
lower than in the year 2008. During the year theepof shares plummeted but the
company is very strong firm to keep a profit at Blbwever, the company did not provide

me with the exact information about the shares
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3 ANALYSIS OF HUMAN RESOURCES DEVELOPMENT IN
KOMER CNi BANKA, A. S.

3.1 The Aim and Process of Analysis

The aim of the analysis is to determine how KBasuking on training of its employees,
what system of training uses and whether it iscéiffe. Next topic of this analysis is to
find out whether the company uses internal or esletrainers, types of language courses
and employees’ mobility. The goal of this analyssto evaluate the training and
development in KB and to propose recommendationiifare improvement.

As sources of information | will use regulationsdadocuments of KB and gathered
information from management and officials. | wilbsely cooperate with staff department
who will provide me with the information about dtafaining courses, language courses,
company profile and history. | will also utilize noyvn experience as an employee of KB
and my participation in fortnightly training coursghis training course was divided into
two parts, first week | have learnt general infotiora about company, job responsibility,
scope of employment, working hours etc., the secoeek was about technical equipment
(telephone and PC), KB intranet, software and #isge. | participated in this training in
week 19.5. 2008 - 23.5. 2008 (T-mobile campaigml) 2B 6. 2008 — 30. 6. 2008 (Express

line). This training took place in new telephonatee in Zlin.

3.2 Responsibilities of Training and Development Deparhent

The main goal of KB in this field is to relate tircreasing qualification of employees
along with their consistent development within timework of Societe General Group to
strategic development of KB. T&D cooperates withdajpartments which produce training
plans including goals, priorities and budgets fagivwen year. These plans must comply
with all employees. T&D is responsible for trainitgidget, financial monitoring and
presenting activities in training area. T&D advisedop management and all sections on
organizing a new training program and helps to yaealtheir training needs. This
department must specify content, trainers, anditrgimethods of new training programs.
It defines pedagogical norms, methods, criterigewdluation which the trainers use in

training and it also controls the quality of traigi Employees who train they must have
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acknowledging of T&D, which helps them with methtmpcal needs and basically
organizes the whole training.

In all training courses T&D supports the logistitdaobserves its gradual development in
aspects such as pedagogy, budget and communic@hierpersonnel officers have in their
competency all external relationships and theyatiosooperate with training department
of Societe Generale Group which supports all itssgliaries. The company is never using
the same methods and ways of training long timeretiore T&D monitors development on
training market and suggests the integration of traming technologies. This innovation
helps to keep corporate competitive advantage,oas the observation and analysis of
information about training programs of rivals.

Each group of employees has its own supervisor, wbotrols their work. These
supervisors have personnel competence for seleofitimir subordinates, who should be
trained according to priorities. The supervisorsparate with T&D when they evaluate
training courses which are attended by their subatds. Along with T&D they prepare
new training programs, where they define managemigjectives and they also participate
in their implementation.

The HR consultants also work also in this area.yThedp to find training needs with the
aid of APE (Annual Performance Evaluation), car@ggerview, evaluation of career
achievements or by requesting supervisor or subatei They are involved in
implementation of important programs and develogroétraining activities.

The employees must submit a written requiremetriéo supervisors who should confirm
it. If the requirement corresponds with the tragninvhich have already existed in KB
catalogue or catalogue of supplier, the employenislled to this course. The participants
receive an invitation to training, where all infation and instructions for their supervisors
are noted. The employees are encouraged by T&[atticipate on common compulsory
internal training courses or training courses tasyl from the resolutions of top
management or department manager. The participarttgining courses must properly
take part in these trainings and are obliged torinf supervisor about the date of the
course. If the participant fails to attend and ehies participation in advance, all the costs
are allocated to that participant’s section. Theeramtant can be displaced based on
employer’s decision; the stand-in must be fromdame section. This course is normally
paid by employer. The training courses, which KBeved or organized, can be attended by

VIE (Volontaires Internationaux en Entreprises-emnttional Volunteers in Enterprises)
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who work in KB. The VIE project includes studentsdagraduates, who can achieve
professional experience in international compar{igéempany rules 16-006 2006, 2-3)
T&D is in charge of the KB training budget whiclciades (Company rules 16-006 2006,
4):

» Costs expended on training courses provided for BB external training

institutions (language and other courses)

* Registration charges for public courses and seminar

» Costs expended on increasing of qualification,dnly with KB’s approval

» Travel costs relating to training
Budget does not include:

» Costs for outdoor activities

» Textbooks for language courses

3.2.1 Specialized Training

This training is especially for employees who wemachieve other or higher job position.
There are many different kinds of training accogdio particular job position. In my case, |
came over from the position, where banker offemlpcts through telephone, to other one
— the Express line. Express line is a service wianmgker serves as mediator for bank
transfers. The banker works with the client moneg accounts. This line provides broad
range of bank services. The banker must be vesgfudaand responsible because he/she
works with money. Because of this responsibilitacle employee must go through
specialized training for Express line or anothdp jmosition. This training is realized
directly in the company. The company has specmainrdor training with PCs, telephones,
video screen etc. First of all, the trainers agptiee employees of job position in general
and after that they start with training and usimglihgs in practice. The whole process is

described in chapter 3.4 Employee Induction.

3.2.2 Language Courses

The company aims to support employees in langueggapation for a job position where
the language is necessary. In call center ther@féeeed especially English courses. The
official language of KB is English; therefore itage of major requirements.

In my opinion, the providing of language courses: igreat contribution for the company

and its development. Each employee should be ablspeak English, because it is
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universal and worldwide language and the KB’s dgtiflocuses on both, Czech Republic
and the whole region of Central and Eastern Europe.

The employees attend language courses accorditiigitoown needs, language skills, and
working position. The employees can attend only ¢tameguage course and they are
registered to the course after probation.

The KB language courses and their characteristiesdascribed in figures A and B in

Appendix P I and P II.

The language courses are being approved accorditigetcompany rules in the table 3

(Company rules 16-006, supplement 01 2006):

Table 3

The approval of language courses

Type of course

The application for registration approves

Headquarters

Distriiion sector

Individual training

(only for individuals)

The supervisor3stage

of management or highe

Regional manager or highe

Mixed training

(individuals and groups)

The supervisor3stage

of management or highe

The manager of regional

branch office or higher

Group training

(only for groups)

The supervisorstage

of management or highe

The manager of regional

branch office or higher

Specialized courses

The supervisorstage

of management or highe

The manager of regional

branch office or higher

Intensive training abroad

(immersion)

The member of KB CEOs

Intensive training in Czech

The supervisor'3 stage

Republic . Regional manager or highe
_ _ of management or higher
(immersion)
. The supervisor3stage | The manager of regional
e-learning

of management or higher

branch office or higher

Source: Company rules 16-006, Vi&yani a rozvoj (Lidské zdroje, odbor éalani a
rozvoj, 2006), supplement 01 2006.

-

-
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The attendance must be strictly abided with. Ifghgicipant has absence higher than 30 %
T&D can disqualify him/her from the course. Thetmdpant can be excused in case of
illness, vacation, official training trip.

All courses are focused on all sections concerginglish language (grammar, speaking,
reading, listening etc.) From my point of view tmest useful type of language course is
the intensive course abroad because the partisipgtaly in foreign country and learn
English not only from lectures but also from natpeople, their culture, habits and social

issues.

Testing procedure
The participants in language courses have to metcondition, i.e. the employees must
constantly develop their language skills. If trésm is not satisfied, T&D and participant’s
supervisor can decide about disqualifying him/lwemf the course. Their language skills
are tested via language tests.

* Group training / Mixed training

The participants’ skills are assessed twice a (festsruary and June)

Table 4

Arrangements on the basis of the test results

Test results (%) Arrangements

<50 The employee can attend the course only
once more

50-70 T&D with supervisor decide whether the

employee will attend the course again|or

will continue with next training program

> 70 The employee goes on with next training

Source: Company rules 16-006, Vi&vani a rozvoj (Lidské zdroje, odbor lalani a
rozvoj, 2006), supplement 01 2006.

* Individual training
The participants in English language courses sieanyear for TOEIC exam and students

of French for TFI exam. The employee should achtbedollowing annual improvement:
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Table 5

The minimal annual improvement

Level Minimal annual improvement in points
Elementary 200
Pre- intermediate 120
Intermediate 115
Upper-intermediate, Advanced 70

Source: Company rules 16-006, ¥Wizadani a rozvoj (Lidské zdroje, odbor Vlalani a
rozvoj, 2006), supplement 01 2006.

If the employee does not achieve supposed impronemie&D decides whether the
employee will continue in training course or nohidl decision must be confirmed by
employee’s supervisor.

| think that this language training is a great birier the company and its employees. The
employees are able to communicate in English laggua terms of exact phrases and
vocabulary concerning their job position. The empls in teleworking center are
especially trained for communication via telephand they must learn English phrases for
English speaking people. These people usually das® Express line but the exceptions
could happen and the employees must be prepareahjosituation. These courses take

place in the company therefore the employees cditipate without problems.

3.2.3 T&D Processes
There are many possible procedures and modelsildegchow the company can plan the
training of its employees. Each training coursepisperly prepared and includes all
training requirements. The training is usually pled for next year. The company prepares
training by the help of three processes (Compal®gsri6-006 2006, 4):
» Budget process — departments suggest number oingadlays which employees
will attend. This is the first and important stepdiefine needs considering costs.
* An annual training plan - T&D consults the trainingth top management and
other departments and together identifies grouplsigariorities, and goals and they

clarify the budget for subsequent year.
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* Annual Performance Evaluation (APE) — in this psscehe superior and
subordinate discuss her personal development Alaeamployees participate in this
stage. The superiors fill in part of APE trainiragrh that is intended for collecting
demands for individual training courses and theitemlown required internal or
external training courses.

The training needs (group or individual) are writt®y the supervisors into the special form

that is published on intranet KB.NET- Education.

3.2.4 Establishing of New Training

If the company finds out, that certain trainingniseded, it may set up the new training,
providing that there exist satisfactory number ofeptial participants. The development
process includes 4 stages (Company rules 16-00&, 200

e Starting study — is the joint result of both, aresgntative of department that
needs this training and T&D. At the end of thislgsia both sides decide whether
they will continue development of this trainingraot.

* Formalization of deliverance — it is the deliveraraf training needs by T&D, in
which the requirements of the department (that svaot the training) are
summarized. This document is a basis for new tigirdourse and it serves for
communication with external suppliers.

* The proposition of training (planning) — by T&D Wwithe help of external and
internal sources and selected methods. The finakide is in the competence of
department, which requires training, and T&D.

* The realization of training — is the final stageemd T&D, the setting department,
internal or external supplier and all needed irdkresources cooperates together.

The outcome is established training.

3.3 Career Development

The employees are informed about the strategy astt lprocesses of Recruitment and
Career development department. KB sets the baamework of rules and principles
which support career development. The career dpawetat process is comprehensible,
definite and effective. All employees have posgipbibf career development according to
their personal presuppositions and efforts, whih wilized for taking advantage of the

human potential for filling company’s goals at theme time. The career development is
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profitable and useful for both sides. The role @cRiitment and Career development
department is to actively react on managers’ nesdterminate what they want and set out
plans for career development of their employeess @hpartment closely cooperates with
Human Resources Department. The employees camppersed in career development if it
is useful for maintenance and expansion of pressippns and requirements needed for
their job position. The career development corredgowith KB needs (the career
development must not be useless). There are twestgp career development (Company
rules 16-006, supplement 02 2006):

Increases in qualification

It is the company’s decision, if it will supportetin employees in career development or
not. If KB decides to support employees in caremretbpment it applies the Notice of
Working Relief and Economical Security of Studenitis‘career (defines the range of
relieves and amendments) and finally the emplogeebe admitted to study. On the other
hand, if KB decides not to support employees, thpleyee can apply for a change of the
workload to reduce the amount of work required.

Employees’ obligations:

If the employee accepts the reduction of workloatste must observe it. In case that the
company decides to support employees in improumajy tqualification, the employee is
obliged to conclude with KB Contract of IncreaseQualification and observe the legal
regulation of this agreement. The following figuserves for decision about time of

continuance in employment after ending of increasegialification.

Table 6

Increases in qualification

TIME OF STUDY TIME OF ENGAGEMENT
Till 1 year 1 year

Till 2 years 2 years

Till 3 years 3 years

Till 4 years 4 years

Till 5 years 5 years

Source: Company rules 16-006, ¥Wizadani a rozvoj (Lidské zdroje, odbor Vlalani a
rozvoj, 2006), supplement 03 2006.
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Deepening of qualification
The employer requires the deepening of qualificatb employees, not vice versa. If the
employer demands these improvements in qualifinatdl employees must participate in
(it is their obligation). The company also decidesthis section about supporting their
employees. The time of deepening is viewed as &ingiprocess for which the employee
is normally paid. The company sets annual limit floe deepening of qualification 24
weekdays per each employee (twice a month). Timig ihust be strictly kept and must not
be exceeded. However, the Career board may delbaid axtension of this limit, but only
in these cases:

* KB has the supreme interest in studied field (binxnc

* The branch is very difficult (the employees musitipgoate in the training and

keep on improving their obtained knowledge)

To consider these possibilities the limit usualbed not have to be extended because the
employees try to abide with it in order to preverd confusion with the number of training
days.
Employees’ obligations:
The employee must observe the annual limit of wagkdntended for deepening of
qualification. If expected costs reach 100 000 ecr®wr more, the employee is obliged to
conclude with KB Contract of Deepening Qualificatiwhereas the time of engagement
will be assessed by Career Board. The followingrégserves for decision about time of
continuance in employment after ending of the demgeof qualification according to

level of costs expended for deepening of qualificat

Table 7

Deepening qualification

LEVEL OF COSTS TIME OF ENAGAGEMENT
100 000 — 200 000,- 1 year

200 001 — 300 000,- 2 years

300 001 — 400 000,- 3 years

400 001 — 500 000,- 4 years

500 001 and more 5 years

Source: Company rules 16-006, Vi&yani a rozvoj (Lidské zdroje, odbor alani a
rozvoj, 2006), supplement 03 2006.
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3.3.1 Career Board
This board decides together with Human Resourcepaiaent about personal
arrangements in connection with training, incregsiof qualification, deepening of
qualification of employees etc. The board consaftsone representative of particular
department and representative of Human Resourcparid@ent. Every meeting must be
concluded by a report that serves as a basis fpleimentation of changes. The Career
Board is set up in the following situations (Compaumes 16-002 2007, 5):

» To occupy managers’ vacancies

» To set, change and implement plans of succession

» To approve the listings of employees for careeeltmyment and internal mobility

(also international)

* To approve mobility
Firstly, the consultant of HR has “career conveosdtwith employee where the consultant
determines employee’s priorities and presuppostidor other development. The
information from this conversation and other achieents serve for the decisions of
Career Board members. The other achievements @eaghievements, the listings of
graduate training and development courses, pergoofle, the results from psychological
test, the participation on projects etc.
Secondly, the Career Board takes these informatimout employees, evaluates them and
the results are communicated to the particular eyggl's manager, who can move him/her
to another job position. The employee is obligedittorm what position is he/she
interested in. If the employee wants to changedkission, first of all he/she must finish
negotiations about the primary position. After ttred negotiation about another one can be
commenced. After signing an employment contrack émployee cannot change the

decision again.

3.3.2 Principles of Career Development

The responsibility of both, employer and employeeary important in the company. Even
if each of them occupies a different position, itheignificance is crucial for the
achievement of the common company goal.

The employee actively improves his/her skills andwledge, the manager motivates the

employees, provides the feedback and helps therarézr development.
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Both the employee and the employer try to find opportunities that enable them to
contribute to common progress of the company. Timpl@yer supports training and

development of employees in order to increase mtodty of labor and to decrease
fluctuation and other negative factors. The mogotize instrument of career development
is mobility. The internal mobility is the principaistrument of employees’ development in
KB. It contributes to the swift distribution of imfmation and experience and it motivates
the employees to develop themselves. The acquisitib internal mobility is also

innovation, one of the basic company values.

3.4 Employees’ Mobility

The mobility is a change of employees’ function hit company, that demands and
supposes the development of their competencestageherally leads to change of job
position or place of work.

The change of position in KB is generally realizafter 3 years of staying in current

position.

3.4.1 Types of Mobility
There are several types of mobility. They can balized together or individually.
(Company rules 16- 002 2003, 3)
Professional Development (or functional mobility)
Professional development, also called functionalhorizontal mobility, is a change
connected with extension of competences that reguising of new ones. Professional
development is not extension of current competent#®ut using of new ones.
Career Development (or vertical mobility)
Career development (or promotion) is a change adedewith promotion (moving on
higher position).
Geographical Mobility
Geographical mobility is a change of place of jasfprmance. This change is supported
by the so-called “Mobility package” that is designir reimbursement of travel costs
expended on mobility.
This mobility includes:

* Moving to a new place (only in Czech Republic)

* Weekly stay in a place of job performance and cotimguat home in days off
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* Daily commuting
Mobility in KB/SG Group
This mobility is realized by both KB and SG Group €zech Republic. This kind of
mobility is undertaken, if it is in the interestlodth groups.
International Mobility
This type of mobility is implemented abroad andh#ans moving to a new place (outside

of Czech Republic).

The functional and vertical mobility is very commonKomegni banka, a. s. It happens
that the productive employees, who do their jobdl,weve good relationships with
managers and colleagues are usually promoted ter hmsitions. On the other hand, the
international mobility is used in few cases whea ¢éimployee - more likely the manager -
Is sent to company’s branch in foreign country. TWomsultants of HR choose yearly
potential candidates for international mobility. eTmternational mobility is realized in

narrow cooperation with SG Group and the manageofdiR.

3.5 Employee Induction

Since HRD is very comprehensive theme in KB, | dedithat | will analyze the employee
induction. | took part in the training in the wedR.5. 2008 - 23.5. 2008 (T-mobile
campaign) and 23. 6. 2008 — 30. 6. 2008 (Express3.liThis training took place in the new
telephone center in Zlin.

KB has extended its network of branches duringyaats and at the end of 2008 had 394
branches. Another step in a strategic plan wapening of the call center in Zlin (the
other call center is in Liberec) where | have be®nking for about half a year. The call
centers had about 430 employees at the end of 20@8Zlin’s call center and the call
center in Liberec cooperate with and support edlsbroThe call center serves not only for
Komegni banka, a. s. but also for their partners and beesnof the group.

The employees in KB are divided into many teams \idrich the supervisors are
responsible. The principle of team building is sieprhe team in KB is composed of
about ten people and the supervisor can easilyadhem, give them feedback and advise

them what can be improved.
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“Team building is a process that develops cooperatand teamwork within a work unit.
To constitute an effective team, its members niiasesa common goal, have respect for
each other, and be motivated to use the strengtheaoh member to achieve their
objectives. Current corporate philosophy stressed each member of a team plays an
integral part in the success of the compaisegeek)
The proper employee induction assists the compattyguick adaptation of its employees
and with meeting company’s objectives. In this cdlse aim of employee induction is to
prepare employees (both in practical and theoleti@y) for their job positions. The
employee induction is concerning new recruited @yges and current employees who are
moved to another position.
The employee induction goes through both - themaktaind practical part. It means that
employees must pass the training and practicaktimluas well. The theoretical part takes
five days, 8 hours per day. All recruited employeesst participate in this training. In the
first day of training the employees learn basi®infation about the company; they are
acquainted with labor protection and fire safetyclt employee signs, that they are
informed about these rules. They are informed abauking hours, the salary, company’s
requirements and all personal things. The nexttdager gives them information about
products that employees will offer to customersisTéection is very broad therefore
employees learn about the products at home (istakeng time). In the following days the
trainer teaches the employees how to work withpted@e and special computer program
designed for teleworking. The trainer uses thealigguipment to show participants the
procedure of call step by step. The external trairem Gradua-CEGOS, s. r. 0. comes
once a week to the company to explain the ProfeasiBommunication on the Telephone.
He teaches employees how to communicate with cusnprinciples of effective
communication (verbal, non-verbal communicatioredtgack, kinds of listening), and
stages of telephonic dialogue (the preparation,ctidact), types and usage of question.
The main point in telephonic dialogue is smile teays (Profesionalni komunikace po
telefonu, studijni material 2008, 12):

* You like your job

* You like your product and company

* You work with pleasure and enthusiasm

* You respect customers

* You are likeable and have good intentions
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* Your company is professional
The smile during the call supports and reinforbesrmessage.
The last day of training the participants get tbenmunication script and practice to call
each other with using telephones, headsets andabpgmograms on computer. The
communication script includes all necessary phras&ging to certain procedures and
possible problems that can happen. After finistimgtheoretical part the employees shift
to working operation.
In this area | have found the main problem in @vegth of each training day. The training
days takes from 8:00 am to 16:45 pm with one honch break. The employees are most
active before lunch but in the afternoon the cotregion is limited and the training is not
as effective as it could be with better dispergahe lessons. There is great confusion in
information given to employees. Each day includegerl parts that deal with different
information and employees cannot be able to conaEnbn information from various
areas. Due to this fact the employees are floogedfbrmation
The second week is dedicated to practical preperamly. Firstly, employees can see the
real telephonic communication that current empleyé@ and secondly they start to call to
real clients. The first calls are the most difficat the employees could be very nervous
and they have yet no experience. After few cakky tten start to work on each own. Each
group of employees has the supervisor who monites calls, evaluates them and gives
employees instantaneous feedback. Every day thengsprs have evaluation sheet in
which they record employee’s calls and also reaamdPC for backward control. The
supervisors usually after work shift have meetimgh individuals to make analysis of
their calls especially mistakes which they did. Eogpes can replay their records and can
evaluate themselves their speeches. All calls niastrecorded, for the cases when
employees cause an important mistake, and serve=vidsnce both for employee or
customer. This procedure helps to avoid future ciiricies and problems that could
happen. If the employees are not sure about sooeegure, they can find the supervisor
and he advices them what to do. The supervisdillimaar the group. | think this approach
is sophisticated because the employees could nesupervisor and it is precaution against
possible future problems.
The other problem is manipulation with headsets emthpany software used for calls.
After training course employees still do not knoswhto use the software, they are popped

into working process regardless of their skilletpe with technology. In that situation the
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majority of employees are still asking their supsovs what they should do, how can they
remedy mistakes which they have done etc. Eachpghais one supervisor during both
training and employee induction. The supervisorsallg coach their groups for the whole
length of their employment. It is common situatibat the employees being trained have
many questions. However, | have experienced saurages and reserved and reluctant
reaction of the supervisors being asked trivialstjoes. This problem ties together with
training course and inappropriate amount of infdromm Employers demand the
employees to do their job well and to be traindeatively, but the reality is somewhere
else even if the employees do nothing wrong. Thscalirages the employees and
diminishes their motivation to do good job and tls¢grt to be discontented and keen to
quit the job (this person is called quit-but-staifis situation is a sign of company’s bad
management.

Log in and out of the system

The employees work with PC and special softwaretdtgmarketing that | have already
mentioned. They must come to work about 10 minbefsre the beginning of working
hours to be able to sign on the attendance booklampdn the system on PC. Each
employee has his/her own password and the systemssiwhen the employee logged in
and out of the system. The number of working hdwas given time for break that shows

table below.

Table 8

Breaks

Number of hours Breaks {in minutes}

1 3,75

7,50

11,25

15,00

18,75

22,50

~N| O g A WD

26,25

8 30,00

Source: According corporate demand on employees
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In my opinion the telemarketing is very hard workchuse employees must talk with
customers the whole working hours and the rangbexfe breaks is not appropriate. If the
employees get over this break time they must weoektome (1 exceeded minute must be
recovered by 15 minutes calling).

Lack of employees

One of few problems that | have found is lack opéyees, especially temporary workers.
The call center has opened their branch since 20@in therefore the company is still

recruiting new employees. According to companyaistics there is capacity about 230
working stations. When | have been working in KBaib30- 40 working stations were

occupied by permanent staff and 100 working statlmntemporary employees.

Each company recruits new employees at the opefimgurse, but call center is almost
dependent on the temps. However, the biggest prolsdluctuation of temps. Half of new

trained staff leaves the company after one or tvemtivs. | think that employees are not
motivated enough. The permanent employees get gegik benefits such as lunch

voucher, preferable loan or bank account but theptenay obtain a verbal approbation
only. Nevertheless this type of approbation wilk hoing success and future promotion.
Some temps reached excellent achievements butdideit get benefits at all. They can

change the subject of the job and be trained terotampaign but the sources of

motivation do not change. It's unlikely to keepsbemployees under such circumstances.
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3.6 Summary of Analytic Knowledge
The function of Human Resources Department in KémeBanka a. s. includes two main
sections of so-called training and developmentrpleyees - increases in qualification
and deepening of qualification. It consists of gsial of learning needs, controls duration
of trainings, and leads the evaluation of traimesgults and effects.
The Training and Development Department deals withining budget, financial
monitoring and presenting of activities in trainiagea and cooperates with all corporate
departments. This department includes all operatioannected with searching and
recruiting of employees, labor relations, and iregrand development. It always compiles
a plan for training of the employees; it provideternal or external trainers and prepares
individual courses. T&D uses several training mdthat once to assure effective training
(simulation, coaching, and lectures). The main wetls coaching, when the supervisor
supports the employee with training of practicallskThis method has both advantages
and disadvantages.
Advantages of coaching in KB:

- providing instantaneous feedback to employees alibair progresses and

evaluation of their work

- cooperation between trainers and trainees

- improving relation between trainers and trainees

- determination of personal goals for future develepm
Disadvantages of coaching in KB:

- irregular training

- time consuming and pretentious for trainer

- take place under pressure of pretentious tasks
The company also provides the language coursesnmioyees because each employee
must be able to speak English according to compaleg. These courses are divided into
levels based on employee’s language skills and jinleiachievements.
| found strengths as well as weaknesses in cogsyastematic training:
Strengths

e corporate interest in training and development

* new visual equipments, PCs

* systematic development since entering company

» supervisor for each group of employees
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language courses
sophisticated intranet information system

the training of all age groups

Weaknesses

lack of motivation

inappropriate behavior of supervisors

lack of communication with HR department and Hebdadl center
saturation of information

the length of training day

staff turnover
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4 RECCOMENDATION

My recommendations will apply especially to theaaoé Employee Induction about which
I know the most. | was the employee of KB so | kmg@ass through this area such as other
employees. My recommendations will originate from awn experience.

Duration the training hours

As | mentioned in the chapter before | would likestiggest some recommendations. In my
opinion the whole training course should take asiesight days. Now it takes five. The
company must consider the question whether to sppédtie training and cut the costs or
prolong it and ensure that the employees will nat the job. | know that more training
days will be expensive but management saves im#jer area- number of employees- and
it prevents staff fluctuation. The Head of call tershould cooperate with HR department
and insist on the length of training, think aboudtiet type of information the employees
need for their job. This information should contaminimal part about company (profile,
history- because this information employees cath émerywhere) and it should be insist on
information concerning job position. For trainingprefer the internal trainers from
managers’ ranks because the hiring of external mne®re expensive. The training course
takes five days, 8 hours per day (with 45 minutexch break) and 40 hours per week. .
The second week the employees try to call to dibnt it is a bit of waste of time because
they did not practice much during the training sgurDue to this fact my main suggestion
is to set up the training which will take eight dag hours per day (with one our lunch
break) and 48 hours per week. Added together thdtreill be that the training will last
only 8 hours more than before but in 8 days. Iis #xtended week | would apply to
practice manipulation with special telephone and $&@ware in order to avoid future
confusion with this equipment. This implication Mpfoduce the opportunity costs.
“Opportunity cost or economic opportunity loss ie tralue of the next best alternative
foregone as the result of making a decision. Oppoty cost analysis is an important part
of a company's decision-making processes but is tredted as an actual cost in
any financial statement.(wikipedia)

This suggestion solves the problem when employeefl@ded by information and they
are not able to cope with them. After this theirrkvavill be more productive, they will
have more responsiveness and they will not hawskosuperiors so much. Both side will
be satisfied, employees due to confidence that leay well basic thing needed for their

job position and employers that the stuff turnowa@t drop off. It could build up better
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relationships between management and subordinatet ss between colleagues
themselves.

Lack of employees

As | wrote before the company deals with problentaok of employees. The call center is
dependent on temporary workers. | think this is th&n problem, not for permanent
worker but for management of the company. Justhencbntrary the permanent workers
have more possibilities to be promoted on top pwsst and have many employees’
benefits etc. | understand that temporary workeescaeaper alternative for the company
than the permanent staff because neither the eeployr the employee pay social and
health insurance and tax burden is only 15 %. @nother hand, as long as the company
will continue to have more temps than permanenkersrthe situation with stuff turnover
will be continuing. | am suggesting a compromiséMeen these two possibilities. There
are about 100 working stations occupied by temponarkers and 30- 40 by permanent
staff. When the call center comprises of with 23frking station | would hire at least 30
new permanent employees. It may seem as wastingpo&y but in my opinion the temps
are of use for temporary work, not for leading biusiness as a power group. The temps are
usually students, women on maternity leave; senatics and they cannot work as a
permanent staff. As the company increases theestabhber of staff, in the first months
the company will experience the increase in coatsfdr the future it will ensure steady
income and the company will not suffer from stuffriover. The recruitment for KB is
provided by DMC consulting, so the company doeshaste to find a recruitment agency.
The costs of recruitment will be sustained on thees level as before because the major
change will be only in exchange of temps for peremtpotential employees.

I would like to add another advice of how to retemps and to avoid fluctuation. | would
offer them some employee’s benefits such as luncithver and employee’s bank account.
The biggest motivation would be the promotion oa basis of evaluation. In this way the
temps will be more motivated, achieve better resaitd fluctuation will fall down. The
company could save no irrelevant sum of money, umeahe costs of training and
recruiting would decline.

Log in and out of the system, breaks

| would like to remark on the number of minutesttage allowed for breaks. The table 8
shows the breaks in minutes per number of houres@lbreaks are part of the working

hours and therefore included in the salaries. ptosedure saves money both for employer
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and employee. But on the other hand in the cursgnation the employees are not
provided with the regular break (30 minutes) afiehours of permanent work. To all
intents and purposes it is illegal not to provide break according to law. If | were the

Head | would make a change in minutes that arelfirevorking process (Table 9).

Table 9

Breaks

Number of hours Breaks {in minutes}

1 5

10,00

15,00

20,00

25,00

30,00

N O O A WD

35,00

8 40,00

Source: Own calculation

Another step that | would suggest is to introdu@erBnutes unpaid breaks after 6 hours of
consistent work. This break would serve primardy the meal. In current situation, when
the employee goes twice or three times to thettejlshe/he spends 10 or 15 minutes out
of the break and is not able to manage with theakthe break also for refreshment. The
rates in the table 9 would serve for physical newdg and the 30 minutes break would be
for refreshments (but according to law- after 6rspurhe management would lose only 10
minutes with this change. Each employee can deslusre he/she wants to take a fixed
break (but all employees cannot have breaks asdhee time in order to keep continuous
service). The Head of call center should estalilef change, for convenience and also
health of their employees and the supervisors shogsent and supervise it.

Another problem that can be solved by this chasgle decrease in motivation when the
employee gets over the break and he must work imrtl exceeded minute must be
recovered by 15 minutes of calling. If the managetmeuld introduce my suggestion with
extension of breaks, the involuntary overtime cdutdavoided. From my own experience

almost everyone has got over the breaks (becaageathk excessively short) and they were
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very disgruntled that due to exceeded 3 minuteg ltlad to spend additional 45 minutes at
work.

Supervisor’s attitude

When the human relations at workplace expressryiaalunwillingness, the job could be a
nightmare and effectiveness of the employees canfloenced.

My analysis showed the problem with relationshippeeially between management
(supervisors) and subordinates. It is hard to sstgggeommendation in the area of human
behavior because each person must be responsiblaidther social attitude. If the
management applies the changes that | have sudg#éstepeople should not be stressed as
they are and the relationships could improve. DIMC consulting s. r. 0. should take
control of the supervisors regarding their work aetiavior to employees. DMC “will lend
the company an experienced personnel/ HR consutiae®ecute ordinary activities in the
company headquarters and who will become a valualglmber of client’'s team for the
agreed period.” (DMC) This person can decreasectists expended on employees and
HRD department in the company. In the case of sugms’ attitude this is all 1 can

suggest the company.
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CONCLUSION

This bachelor thesis deals with topic of Human Reses Development which is important
issue for majority of prosperous companies. Thesads changing all the time, therefore
companies give emphasis on training methods, eraplapduction, motivation, and
fluctuation to be able to lead the company effedyiand achieve a profit.

The company must decide about number of stagesRiD process. The greatest dispute
relates to selection of internal or external traifidne preferable alternative is to invest in
external trainer because he/she has unbiaseddattitu company and employees and in
addition the company saves costs on training its tainers. Each company must explore
what is suitable for its successful developmerdllicorporate ways.

Considering the analysis in this bachelor thesB,has carefully developed sophisticated
training system. The company is aware of the pthiat employee is a corporate flagship
and therefore it has real interest in care ofnpleyees.

The aim of this bachelor thesis was to analyzesyiséem of HRD in Komeni Banka, a. s.

In the work | have explained the methods, typesooirses and processes that the company
uses. At the end of my analysis | have evaluatedctirporate strengths and weaknesses
and | have also suggested recommendations for wmgothis system. | gathered
information from conversation with supervisors ahdad and members of personal
department. Another valuable source was compares riilat the company provided me
with. Third and maybe most important source of infation is my own experience as an
employee of KB. | have patrticipated in all processeolving recruitment and induction of
employees.

The KB has clearly defined visions and values #rat strictly kept. The main interest
within the HRD is team work, training and develominef their employees in order to
have the best employees. The best employees adéioarfor profit and prosperity of the

company.
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APPENDIX P I: TYPES OF LANGUAGE COURSES | (COMPANY
RULES 16-006)

i KB Priloha 01 Instrukce 16-006

Kategorie C1

TABULKA A k Pfiloze 1

Typy jazykovych kurzl z hlediska ciloveé skupiny a urovné znalosti

| Cilova skupina Stupen znalosti jazyka
Typ kurzu Metoda Centrala Vybrané | Centrala - | VSechny z M| S| V| P
vyuky —vedouci | pozice v vedouci ostatni a i t f o
zaméstna distni- zaméstnan pozice & r f [ k
nci buéni siti | ci drovné 4 | (centrala a n e e r
arovné ™) *) a t é d [¢]
1,2,3(%) distribuén e n p &
i sit) £ pl & o il
n [¢] k y
i k P r
k r o o
o k ¢
é r i
i o |
! gy
v i
|
y
MODULY
Individual- | Klasicka normal X X [ J X [ X ]
ni
ni intenziv X X : X X
ni¢™) |
Kombinova | normal X X 1 X[ X
na ni
s e- intenziv X X X | X |
learningem | ni (***
Smiseny Klasicka X X X X X
(skupin. i Kombinova X X X i X X X
individ.) nase- !
learningem |
I Skupinovy | Klasicka normal X X X X X X |
ni |
intenziv X X X X X | X |
ni (**%) |
Kombinova | normal X X X X X | X X
na ni |
se- intenziv X X X | X X X X
learningem | ni (***) | |
OSTATNi KURZY
Specializované kurzy X X X X TX ] x| X
Intenzivni vyuka v zahrani¢i nebo vybrané vybrané vybrané X | X!
v Ceskeé republice (immersion) | |
E-learning | X X X X X | x[x[ X

(*) Urovné odpovidaji definicim uvedenym v Direktivé 1.

(**) Vybrané pozice: feditel Regionu, obchodni feditel Regionu, fedite! regionalni pobocky, feditel obchodniho
centra MEM, feditel pro ob&any a firemni klientelu.

(***) Tyto kurzy jsou piednostné uréeny pro distribucni sit.

SOCIETE Komeréni banka, a.s., se sidlem: 3fa
GENERALE  Praha 1, Na Prikopé 33 &p. 969, PSC 114 07, IC: 456317054 e nSBAT K P

GCROUP ZAPSANA ¥ OBCHODNM REJSTRIK.: VEDENEM MESTSKYM SOUDEM Y PRAZE ODDX B VLO2KA 1360



APPENDIX P II: TYPES OF LANGUAGE COURSES Il (COMPAN Y
RULES 16-006)

=' KB Priloha 01 Instrukce 16-006

Kategorie C1

) Urovné v KB (s odpovidajicimi urovnémi v TOEIC/TF! a evropském ramci) jsou:

Modularni systém KB - angli¢tina TOEIC / TFI Spoleény evropsky |
Stupeii znalosti Moduly | Stupefi znalosti Bodova stupnice jazykovy ramec
Zacateénik / Elementary GEE1-4 BEE1-4 Novice / Debutant 10 - 250 At11-A12 i
Mirné pokro€ily / Pre- GEPI1-4,BEPI1-4 Elementary / Moyen 255 - 400 A21-A22
intermediate
Stredné pokrocily / intermediate GEI1-4,BEI1-4 Intermediate / Avance 405 ~ 600 | B1.1-B12
Vice pokrocily / Upper- GEUI'1-4,BEUI1-4 | Basic Working Proficiency / 605 — 780 B21-B22
intermediate Autonome
Pokrocily/ Advanced { BEA1-4 Advanced and General 785 — 990 c11-C12
Working Proficiency / 3 c21-C22
Autonome Indépendant l 1 J

TABULKA B k Priloze 1

Pocet hodin vyuky za rok pro kazdy typ jazykovych kurzu
z hiediska metody vyuky:

Typ kurzu ‘ Poéet hodin / rok Celkovy !
| pocet hodin/ |
rok i
Skupinova Individuaini e-learning
vyuka vyuka
Individualni Klasicka vyuka 100 100
| g _ 70 30 100
Kombinovana vyuka
s e-learmingem
Smiseny (vyuka Klasicka vyuka 50 20 100
ve skupiné
+ individualni) Kombinovana vyuka 60 0 30 R
s e-leamingem
Skupinovy Klasicka vyuka 80 80
. P 60 30 90
Kombinovana vyuka
s e-learningem |
. Bezlimitu | Bezlimitu |
e-leaming |

Délka trvani ostatnich kurzl je:

[ Obecné 2 moduly, kazdy v délce 1 nebo 2 dny

Specializované kurzy (viz katalog Vzdélavani)

Podle potieb (standardni délka 1 tyden)

! Intenzivni vyuka v zahraniCi nebo v Ceské
|_republice (immersion)

SociETE Komeréni banka, a.s., se sidlem: /4
GENERALE  Praha 1, Na Prikopé 33 &p. 969, PSC 114 07, IC: 45317054 KBRS por TAm e TR

GROUP ZAPSANA Y DBCHODNIM REJSTRIKL VEDENEM MESTSKYM SOUDEM V PRAZE. ODDIL 8. VLOZKA 1360



APPENDIX P Ill: APPRAISAL (KB INTRANET)

MANAGERIAL COMPES

Managerial comp: are only d of those empl, who marnage people. If you belong to this group of employee, please mark YES and
fill up this part. I Oves @no
BUSINESS €0ALS
OPERATIONAL AND OTHER GOALS & PROCESSES IMPROVEMENT
&«

Employee’ s self-evaluation or comment
on Performance part

Overall appraisal (please select)

O  Objectives 2008

Manager”s comment on Performance part

I'm interested in individual development

I'm interested in mobility

Evaluator:
Employee: Date and Signature:
Superior: Date and Signature:

Statement of superior:

Evaluator™: Ot :|Date and Signature:
Employee™: 0 Date and Signature:
Superior™: 0 ate and Signature:

Statement of superior™:

*Fill in at the end of the cycle



APPENDIX P IV: PROPOSAL OF TRAINING ACTIVITY (KB
INTRANET)

-

Vyplini navrhujici Gtvar / Will be filled in by Applicant’s unit

Nazev vzdélavaci akce / Name of tralntng actrvny

Casovy rozéaﬁ / Duratlon

Terminy konam | Date of session )

Oi;ruh uéastniku (pozice, cilova skupina) /
Prospectlve participants (position, target group)

Predpokiadany poéet Gcastnik(i / Estimated
number of participants

Oduvodnéni navrhu, cile vzdélavaci akce /
Explanation of the proposal, targets of training
activity

Navrh vécného obsahu vyuky (témata) / Vyukove hodlnyINo of lessons Doporuceny ‘lektor / Recommended
Proposed contents of session (topics) i tra/ner

Poiad;wky na SW aplikacem N (\;éetné5
kontaktu na lektora) / SW application
(trainer’s contact) |

Pozadavky na technické vysévéﬁi I
Technical facilities H

Daléi udaje / Othér details

Navrhujici Gtvar / Applicant’s unit

Navrh zpracoval (jméno, telefon) / Proposal
prepared by (name, phone number)

ddborny pro;ad»(;e / éoné&ltant

Schvalil (jméno vedouciho atvaru |
predkladajictho navrh), datum, podpis /
Approved by (name of Head of appl/cants
unit), date, signature

Vyplni atvar Vzdélavani a rozvoj / Will be filled in by Training and Development Department

Kod vzdelavam akce / TA code

Produkty vzdélavani — Logistika /
Training products - Back office

Misto konani / Venue of TA

fé;m‘i“rﬁn(wkonéni | Dates of TA

Dals$i komentar / Further comments

Stanovisko vedouci utvaru Vzdélavani a
rozvoj, datum, podpis / Decision of Head of .
Training and Development department, date, .

signature
Komeréni banka, a. s., se sidlem: n
Praha 1, Na Pfikopé 33 &p. 969, PSC 114 07, IC: 45317054 e o ot

i VERE NAVRHVADCT 4§ 2008 1157 DOP.
ZAPSANA V OBCHODNIM REJSTRIKU VEDENEM MESTSKYM SOUDEM V PRAZE, OODIL B, VLOZKA 1360



APPENDIX P V: REQUEST FOR QUALIFICATION IMPROVEMENT
| (COMPANY RULES 16-006)

m KB

Pfilozené dokumenty (kontrolované HR konzultantem):
Documents attached with the request (to be checked by HR Consultant):

Polozka / Item Ano/Yes Ne/No

Podrobny vzdélavaci program a prihlaska / Detailed program and registration form

Motivaéni dopis zaméstnance / Employee motivation letter

Osobni karta zaméstnance / Personal card

Posledni Hodnoceni vykonnosti zaméstnance / Latest APE

Detailni rozpis / kalendar vzdélavaci akce / Detailed calendar of use of the requested days

Odeslete prosim vypinény formulaf odboru Vzdélavani a rozvoj nejpozdéji 3 mésice pied uzavérkou registrace.
Rozhodnuti obdrzite nejpozdéji do 6 tydni od obdrzeni kompletni slozky materiala.

Kindly send the complete file to Training and Development Department at least three months before deadline of
registration. The answer to this request will be given within 6 weeks after the reception in Training and Development of
the complete file.

Komer¢ni banka, a.s., se sidlem: 3/3
Praha 1, Na Piikopé 33 &p. 969, PSC 114 07, IC: 45317054 DATUM UCINNOST! $ABLONY 27 6. 2008

, VER E P02XVALI DOT 45,2008 157 00P.
ZAPSANA v OBCHODNIM REJSTRIKU VEDENEM MESTSKYM SOUDEM v PRAZE. ODDIL B. VLOZKA 1360



APPENDIX P VI: REQUEST FOR QUALIFICATION
IMPROVEMENT II (KB INTRANET)

m KB

Schvileni pozadavku / Approval of request

Jméno vedouciho zaméstnance
Name of Managerial employee

Datum, podpis / Date, signature

KomentaF k témto bodim: Komentré'f'/ Comments
= benefit pro KB
= pfinos pro zaméstnance ve vztahu

k jeho pozici

= schopnost zviddnout denni pracovni
agendu s povinnostmi  spojenymi
s dlouhodobym programem

= zplsob, jak bude vramci Gtvaru
vykompenzovano snizeni pracovniho
vykonu zaméstnance

Comments the following Items:

= benefits for KB

= interest for the applicant in this job

= capacity to combine his daily job work
with long term program

= method chosen by unit to compensate
the decrease of work force

Jméno HR konzultanta / Name of HR Stanovisko HR konzultanta
Consultant " HR Consultant Opinion

Datum, podpis / Date ';}gnature

Jménomié»drit‘;ale aseku
Name of the Head of Arm

Datum, podpis / Date, signatbre

Pro informaci: délka kvalifikacni dohody
For your information: the indicative duration of commitment

Naklady na prohlubovani kvalifikace / Costs of qualification broadering
C 0 — CZK 200 000

‘ Délka zavazku / Duration of commitment

1 rrék / yéar

cz 01 — CZK 300 000
CZK 300 001 — CZK 400 000

R 2 roky / yea?s

3 roky / years

CZK 400 001 — CZK 500 000
CZK 500 001 — a vice / and more

4 rdky / ‘years
5let/ years

Délka zvySovani kvalifikace / Length of qualification improvement

Vice néi 1rokvé./upto1 )}ear incl.

Vice nez 2 roky vé. / up fo 2 years incl,

Vice nez 3 roky v&. / up to 3 years incl.

i 1 fok~/ yea}
2 roky / years

Délka zavazku / Duration of commitment

3 roky / years

Vice néi 4 roky v¢. / up to 4 years incl.

Vice nez 5 let / up to § years and more

4 roky / years
5 let/ years

Komeréni banka, a.s., se sidlem:
Praha 1, Na Prikopé 33 &p. 969, PSC 114 07, IC: 45317054

ZAPSANA V OBCHODNIM REJSTRIKU VEDENEM MESTSKYM SOUDEM V PRAZE, ODDIL B, VLOZKA 1360

DATUM GEINNGST: $ABLONY 27 6 2006
VER £ POZKVALI DOT 42008 1157 DOP



APPENDIX P VII: REQUEST FOR QUALIFICATION
IMPROVEMENT III (KB INTRANET)

Pouzijte prosim tento formulaF jako pozadavek pro zvySovani nebo prohlubovani kvalifikace v ramci
diouhodobych vzdélavacich programu zajist'ovanych externimi organizacemi.

Please use this form for request for qualification improvement or broadening by long-term training programs run by
external organizations.

Podrobné pokyny: viz Instrukce 16-006 Vzdélavani a rozvoj.

More details: see Instruction 16-006 Training and Development.

Predpisy-vyhledavani

Jméno, pfijmeni / Name, surname

Utvar / Unit

F;oiice / Job bosition

Tel. spojeni / Phone No; ,

Pocet let v pozici / Seniority in position

Nazev vzdélavaciho prograrhu
Name of training program

Nazev vzdélavaci instituce
Name of the training company

Délka vzdélavaciho programu (po(:ety semestrﬂ,j
mésicti ...) / Duration of the training activity
(semesters, months ...) ;

Datum zahajeni / Date of beginning
Datum ukonéeni / Date of finishing

‘Celkovy poéet dni (detailni kalendaF po mésicich |
uvedte v pfiloze) / Total number of days (detailed -
calendar to be attached to the request)

Celkové naklady v K¢ (détailni rozpis uvedte v
pfiloze) / Total estimated costs in CZK (details to be
aftached to the request)

Cile a pfinos vzdélavaci akce pro ugastnika,
divod vybéru (detaily v motivaénim dopise)
Objectives and benefits of training activity for:
participant, reason of choosing this program (details |
included in Motivation letter)

Datum a podpis zaméstnance
Date and Employee signature

Komeréni banka, a.s., se sidlem: 1/3
Praha 1, Na Pfikopé 33 &p. 969, PSC 114 07, IC: 45317054 DATUM UEINNOST: Sa8:0Ny 27 6 2009

B VER £ POZKVAL! DOT 49.2008 *1 57 DOP
2APSANA v OBCHODNIM REJSTRIKU VEDENEM MESTSKYM SOUDEM V PRAZE, ODDIL 8. VL02KA 1360



