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OBSERVATIONAL LEARNING 

I. INTRODUCTION- 

 

 

The Summer Training Program here  has helped me in 

developing an in-depth understanding about the 

structure, operations and management, programmes 

and policies involved in the running of a hospital. 

This experience has helped me in developing critical 

thinking and integrate the analytical skills and apply them 

in work life situations. 

 

 

 

 

 



SCOPE OF SERVICES  

                                                                   PATIENT AND FAMILY RIGHTS 

 

 

❖ The CHIEF OPERATIONS OFFICER (COO) AND DIRECTOR MEDICAL 

SERVICES (DMS) of this hospital is DR. ALOK SRIVASTAVA. 

 

DEPARTMENT- 

At Apollo Hospitals, Bhubaneswar my posting was in the HUMAN RESOURCES 

DEPARTMENT, where I reported to the DGM HR (UNIT HEAD) -Mr. Subhranshu 

Sekhar Rout. 

The other employees of the HR department included- 

Ms Dipti Lata Muni, Mr. V Shankar Rao, Mr. Shiva, Mr. Prashant Sahoo, Mr. Tushar 

Mohapatra and Mr. Bikash. 

The HR department of this hospital caters to the functioning of 2063 employees split 

into various departments including Physicians, Nursing staff, house-keeping staff, 

support staff, security personnels, paramedical staff etc. 

 

 

 

 



II. SPECIFICATIONS 

Apollo Hospital is a NABH accredited world class medical facility catering to the 

healthcare needs of the Capital region. Featuring experienced medical professionals and 

the latest in medical infrastructure, the hospital represents Apollo Health’s commitment 

to quality medical care and patient service. 

 

 

III. FUNCTIONING OF THE HUMAN RESOURCE DEPARMENT 

ESSENTIAL COMPONENTS OF THE HUMAN RESOURCE PROCESSES- 

1. RECRUITMENT 

2. INDUCTION /ORIENTATION 

3. PERFORMANCE MANAGEMENT 

4. TRAINING 

5. PAYROLL (COMPENSATION AND BENEFITS) 



6. HR ADMINISTRATION (UNIFORM, HOSTEL, OTHER FACILITIES) 

7. F&F STAFF (FULL AND FINAL SETTLEMENT) 

 

Roles and duties as Intern in the HR department- 

• Organizing Joining documents for New Employees- 

  

Application for Employment             Question paper for BLS Training 

• Co-ordinating Basic Life Support (BLS) Training Program- 

 

 

 

• Use of the Oracle software for maintaining Employment details of 

the Employees- Updating essential details pertaining to each 

employee’s employment, personal and compensation details. At 

Apollo Hospitals, Bhubaneswar the Oracle software is used as the 



HRIS (Human Resource Information System) for the purpose of 

Human Capital Management (HCM). 

  

The software helps the HR department in conducting the Internal HR 

Functions like- 

1.Employee data management 

2.Payroll  

3.Recruitment  

4.Benefits  

5.Training  

6.Talent management 

7.Employee Engagement 

8.Employee Attendance 

• Filing of Employee Documents -Consisting of Joining reports, 

certificates of qualification, Resume, Pre employment medical 

tests, Interview rating sheets etc. The sequence of filing is below- 

 

Sequence for filing the documents of Employees 



 

• Helping the New employees in Filling up the Joining Application 

Forms- Guiding the new employees while filling up the joining 

forms, submitting documents of qualification, filling up forms for 

Payment of Gratuity, Employee Provident fund, Pre-employment 

prophylaxis, declarations etc. 

 

 

 

IV. CONCLUSIVE LEARNING 

The Human Resource Department caters to the needs of all the employees 

of the organization, either big or small 

 

-The department of Human Resource address to the grievance redressal of 

the employees, like for instance during my internship there was an unrest 

among the housekeeping staff regarding the appointment of a certain 



employee and this issue was dealt with a lot of patience by the Head of HR, 

within a few days. 

 

-The roles and responsibilities of the junior HR professionals are well 

defined pertaining to Recruitment, Compensation, Full and Final Statement, 

Generating Employee IDs, Providing and keeping an account of Uniforms, 

Aprons, Shoes etc. 

 

-The onboarding process for all the new joining employees was made 

smooth and efficient in the HR department itself. 

 

 

 

 

 

PROJECT WORK (SPECIFIC FINDINGS) 

 

7 stages of Recruitment- 

• Pre-recruitment planning 

• Crafting job descriptions 

• Talent sourcing 

• Applicant screening 



• Interview and selection 

• Hiring an ideal employee 

• Smooth onboarding 

 

Recruitment of healthcare professionals such as   doctors, nurses, pharmacists, 

administrators, technicians, therapists etc. 

 

 

 

 

I. RATIONALE 

This study focusses on highlighting the process of Recruitment . 

This hospital is a 350 bedded tertiary care hospital with 2063 employees 

at large including Physicians, Nursing Staff, Paramedical Staff, 

Housekeeping Staff, Support Staff, Security Staff etc. 

There are various departments run by the Head of Departments (HODs). 

The HODs further report to the Unit Heads. 

All the unit heads report to the Chief Operations Officer and Director 

Medical Services. 

Through this study, I aim to establish the sources of Recruitment and 

make an attempt to emphasize on the process of Recruitment. 

 

 

 



 

 

 

 

 

 

 

 

 

 

II. SPECIFIC OBJECTIVES- 

 

❖ To establish detailed process of Recruitment. 



❖ Highlight on the Sources of Recruitment at Apollo Hospitals, 

Bhubaneswar. 

❖ Emphasize on the role of HODs of Different departments, Unit 

Heads, HR Head and Recruiter in the process of Recruitment. 

❖ Description of the Apollo Career Site. 

❖ Highlighting the Induction Process. 

 

 

RECRUITMENT CYCLE 

 

 

• PROCESS OF RECRUITMENT- 

 



1. VACANCIES IN THE VARIOUS POSTS ARE NOTIFIED BY THE HODs OF THE 

DIFFERENT DEPARTMENTS TO THE HUMAN RESOURCE DEPARTMENT. 

2. THE VACANT POSTS ARE SUPPOSED TO BE FILLED IN BY THE HUMAN 

RESOURCE DEPARTEMNT WITHIN 45 DAYS OF RECEIVING THE NOTIFICATION 

BY USING ORACLE HUMAN CAPITAL MANAGEMENT. 

3. ESTABLISHING THE MANPOWER REQUISITION FORM BY THE HODs. 

4. APPROVAL BY THE UNIT HEADS FOR HIRING NEW EMPLOYEES. 

5. INTIMATION TO THE HR HEAD REAGARDING THE NECESSARY POSTS TO BE 

FILLED BY HIRING THE RIGHT KIND OF EMPLOYEES. 

6. WITHIN THE HR DEPARTEMNT, THE RECRUITER HAS THE PRIMARY 

RESPONSIBILTY FOR PUBLISHING THE POSTS PUBLICLY TO THE SUITABLE 

CANDIDATES FOR THE VACANT POSTS. 

7. HERE THE JOB POSTINGS ARE THE INTERNAL JOB POSTINGS(IJBs) AND ON 

APOLLO CAREER SITE. 

8. THE SUITABLE CANDIDATE WHO APPLIES FOR THE JOB IS THEN CALLED FOR 

INTERVIEW WHERE PROPER VERIFICATION OF HIS RESUME, QUALIFICATION 

DOCUMENTS, RELEVANT EXPERIENCE IN THE CONCERNED FIELD IS 



CONDUCTED BY THE HR DEPARTMENT AND THE CONCERNED DEPARTMENT 

HEADS. 

9. IF THE CANDIDATE IS SELECTED, HE/SHE IS CALLED FOR FILLING UP THE 

JOINING FORMS IN THE HR DEPARTMENT AND PROVIDE THE NECESSARY 

DOCUMENTS FOR VERIFICATION AND FILING AND THE EMPLOYEE 

COMPLETES THE TASKS ASSIGNED ON THE JOINING LINK. 

10. THE INDUCTION PROCESS COMMENCES AFTER THE NEW EMPLOYEE JOINS. 

 

VACANCY→MANPOWER REQUISITION FORM→ORACLE HUMAN CAPITAL 

MANAGEMENT→UNIT HEAD→HR HEAD→RECRUITER→JOB 

POSTINGS→APOLLO CAREER SITE→INTERVIEW AND SELECTION→JOINING 

AT HR DEPARTMENT→INDUCTION PROCESS 

FLOW CHART 

 

 



 

 

• Oracle Human Capital Management- 

Oracle HCM (Human Capital Management) cloud enables HR 

leaders by delivering an end-to-end solution to manage every 

stage of the employee lifecycle, from attracting talent, screening, 

hiring, onboarding, managing time and absence, managing 

payroll, compensation and benefits, managing performance and 

developing talent reviewing talent and optimizing workflow. 

 

 

 

 

• Role of the Unit Heads-  

To provide approval for the process of hiring and recruitment to 

commence for the posts which are notified as vacant by the 

HODs of the concerned departments. 

 



• Role of HR Head- 

Designing Recruitment plans, making the budget for the process, 

conducting interviews, applying company policies and managing 

internal HR systems. 

 

 

• Role of the Recruiter- 

Advertising for vacant positions which need to be filled, facilitate 

the joining process of the newly recruited employees, 

They are responsible for the Internal Job Postings for vacant 

positions as well as other means of communicating the need for 

suitable candidates, sourcing candidates online, updating job ads 

and conducting background checks. Features of a recruiter- 

 

 

III. ANALYSIS AND INTERPRETATION 

 

❖ SOURCES OF RECRUITMENT  

Recruitment are used- 



1. Walk -In Interviews: The HR department welcomes the aspiring 

candidates for the posts of residents, nursing staff, front office 

staff, laboratory technicians etc. to drop their Resumes in a 

specific ‘RESUME DROP BOX’. Walk -In interviews are 

entertained as well. 

2. Internal Job Postings- The notification of a job vacancy is 

communicated to all the employees working in the Enterprise, 

throughout the country and applications are accepted for the 

same. 

3. Apollo Career Site- Official Website by Enterprise which helps 

in providing a common platform for all the eligible candidates to 

apply for job opportunities which are made available. 

4. Naukri.com- Advertisements are put for hiring, mostly in the 

local language and English Language. 

 

5. Social media Hiring example- LinkedIn: Official LinkedIn 

page of Apollo Hospitals, Bhubaneswar fosters the recruitment 

of eligible candidates after proper scrutiny and background 

check. 



6. Hiring agency only for recruitment of senior Consultants – 

Apollo Hospitals, Bhubaneswar does not resort to External 

recruitment through any hiring agencies for filling up the 

vacant posts. Occasionally, the agencies maybe contacted for 

hiring the senior consultants if there are any vacant positions.  

 

• APOLLO CAREER SITE 

 

 

• The site notifies about the Vacancies within the different hospitals 

throughout the Enterprise. 

• Provides career guidance to aspiring candidates. 

• Gives relevant information about the present workforce. 

• Makes it easier to apply for jobs. 



• Integrates the recruitment process for all the hospitals within the 

enterprise. 

 

❖ AWARDS OF THE HUMAN RESOURCES DEPARTMENT: 

• Asian Leadership Award ,2011 – Best in Diversity and Impact 

Management. 

• 2nd Asia’s Best Employer Brand Awards ,2011- Innovation in 

Career development. 

 

 

➢ INDUCTION PROCESS  

The Induction Process lasts for 3days for every newly joined 

employee and mostly undertaken by the HR department and 

the department heads of the concerned department in which 

the employee is recruited in. 



 

 

The following are the elements of an INDUCTION CHECK LIST. 

 

 

The formal INDUCTION PROGRAM for all newly recruited employees is 

conducted by the HR department where the Key Speaker introduces the employees 

to the organizational culture. The name of this program is – 

APOLLO ACCULURATION PROGRAM FOR IMBIBING EXCELLENCE  

This program is concluded by a brief test which is to be undertaken through a 

written examination, by all the newly recruited employees. 

 

 

 

 

 



 

IV. CONCLUSION 

 

This study focusses on highlighting the process of Recruitment. 

This hospital is a 350 bedded tertiary care hospital with 2063 employees 

at large including Physicians, Nursing Staff, Paramedical Staff, 

Housekeeping Staff, Support Staff, Security Staff etc. 

There are various departments run by the Head of Departments (HODs). 

The process of recruitment, notification of vacancies, approval for 

hiring, Hand over -Take over process by the exiting employee and the 

newly recruited employee replacing him/her and all these data entered 

and preserved in the Oracle Human Capital Management software is 

very relevant towards the proper functioning and smooth running of the 

organization. Generating offer letters and employment IDs, conducting 

interviews, selecting candidates, facilitating the joining of the new 

employees is of utmost importance for the Human Resource Department 

 

                                                                     

 



 

 


