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CHAPTER 1

INTRODUCTION

1.1 Chapter review

This chapter consists of consists of six section. Section 1.2 focuses the history 

of establishment, Section 1.3 discusses about the organization policy, Section 

1.4 discusses about the vision, mission and Miri City Council logo. In Section 

1.5 explains about the objective of organization, Section 1.6 focuses about 

organization chart and lastly in section 1.7 is chapter summary.

1.2 History establishment

The establishment of the Council may be traced back to the early 1930s. In 

1933, the Miri Municipal Board was established following the enactment of the 

Municipal Order No. M-7, 1933. The Board consisted of the Resident, 4th 

Division as Chairman, together with the Municipal Officer and a few community 

leaders as members. It continued to function up to December, 1941 when it was 

interrupted by Japanese Occupation until 1945. On 1st January, 1956 the Miri 

Municipal Board was re-constituted and became the Miri Urban District Council, 

financially self-supporting and managing its own local affairs. The Council 

consisted of 17 members, all of whom were nominated.

In December, 1960 a Council's general election was held for the first time 

in Miri. The fully elected Council constituted under the Local Authority (Miri 

District Council) Order 1960, began functioning on 9th January, 1961. Under 

the new constitution, the Council was changed from the Urban District Council 

to the status of a District Council in order to meet the requirements of new 



development in the field of local government, and with the object of extending 

its boundaries to include the whole of the Miri administrative sub-district. The 

Council consisted of 18 elected members. The Divisional Engineer, the 

Superintendent of Lands and Surveys, the Divisional Medical Officer, the 

Divisional Education Officer and the Superintendent of Police were advisers to 

the Council.

The second Council's general election was held in May/June, 1963. The 

district was divided into 14 electoral wards with 19 members. Five of the 19 

members were elected to the Divisional Advisory Council. The Council area of 

jurisdiction then was 337 square miles, with a population of 24,049, based on 

the 1960 Census Report.

Following the restructuring of local authorities in the State in 1981, the 

Miri District Council was upgraded into a Municipality and the new Councillors 

were sworn in on 6th November, 1981. The newly restructured Miri Municipal 

Council consisted of a Chairman, a Deputy Chairman and 24 Councillors, all of 

whom were nominated.

(Resource: Official website of Miri City Council, 2019.)



Figure 1.1 : Miri City Council office
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Figure 1.2: Maps Miri City Council

(Resource: Official website of Miri City Council, 2019)



1.3 Organization Policy

Miri City Council (MCC) hold with one policy to ensure that the organization is 

on the right track for all the times. Quality policy is the Miri City Council (MCC) 

policy. The organization want to become an efficient local authority by 

providing quality services.

1.4 Vision, mission and logo of Miri City Council

The vision and mission of Miri City Council was stated as following:

1.4.1 Vision

The most liveable resort city by 2020.

1.4.2 Mission

We are committed to manage council resources efficiently and towards world 

class service delivery to the people.

1.4.3 Miri City Council Logo

Figure 1.3: Miri City logo

Colour Description

Blue > Is the official colour of the council



Yacht > Symbolizes Miri's status as a 

resort city.

Oil drop > Traces the humble beginning of 

Miri that started with the discovery 

of oil.

Periwinkle > The official flower of Miri.

Sea Horse > The mascot of Miri

Grand Old Lady > Relates the history of the oil 

industry in Miri.

Pustaka > Symbolizes educational and IT 

excellence.

Buildings > Represent housing and industries 

that are experiencing rapid 

development here

Golf > Symbolizes sports and recreation

(Resource: Official website of Miri City Council, 2019)



1.5 Objectives of Miri City Council

Main Objectives:

To deliver reliable and efficient city services through competent and 

committed workforce.

V To provide and upkeep infrastructure, public amenities and facilities 

through strategic and systematic planning.

V To ensure orderly development of the building industry through 

enforcement of enacted legislations.

V To promote and safeguard public health through enhancement of 

environmental sanitation and personal hygiene.

To strive for financial self-reliance by prudent financial management.

To beautify the environment by providing more parks and greens.

To complement efforts in preserving the environment through exercising 

environmental control.

To in still and promote harmonies relationship between the Council and 

the Community through interactive activities.

(Resource: Official website of Miri City Council, 2019)



1.6 Organization Structure
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Figure 1.5: Organization structure of MCC

(Resource: Official website of Miri City Council, 2019)



1.7 Chapter Summary

In this chapter I had explained about the background of Miri City Council and 

also it identities and understand the mission and vision, objectives of the Miri 

City Council and the organization structure. I also had identified and understand 

the MCC logo and it description.



CHAPTER 2

2.1 Chapter Review

This chapter focused on the task that of practical training which has been 

recorded in the logbook by trainee during practical training. Section 2.2 focuses 

on the introduction. Then, Section 2.3 explains the task was given in daily 

activities while undergo the practical training in the organization. Lastly, in 

Section 2.4 explains that chapter summary.

2.2 Introduction

Practical training is a compulsory of the curriculum of Bachelor of Administrative 

Science (Hons) which aim to expose students to the real nature environment of 

work and better insight into the reality of working environment field while gain 

some picture about the potential challenges which we might face in the future. 

During the industrial training attachment, I was given a practical training log 

book by UiTM Samarahan. It is used to record or report daily tasks that has 

been done while undergo for 12 weeks of practical training which is from 24th 

December 2018 until 15th March 2019. This chapter will focused more on tasks 

implemented during undergoing practical training at Miri City Council. Following 

is the practical training daily tasks that has been carried out by the trainee during 

her practical training. During the practical training, the trainee had given a 

chance to learn way on how to solve the problem, improve interpersonal skill, 

adapt with working environment and so on.



2.3 Practical training daily tasks

2.3.1 Fax the document

I learn how to use the fax machine by the madam Jini, she teach me how to fax 

the document. I fax the inviting letter to medical officer for attend the Standing 

Committee for public health and licensing notice of meeting. I also fax the 

inviting letters to IPD Miri, LAKU, GAS, JKR, SESCO, Land Survey and 

Telekom for City Infrastructure notice of meeting on 4/1/2019 @ 10.00 am at 

UTC. I also fax the acceptance acknowledgement letter to Majlis Bandaraya 

Shah Alam for receive the Buletin Majlis Bandaraya Shah Alam.

2.3.2 Newspaper cutting

During my first week of internship, I also read the newspaper for the papers 

cutting. This is because if there is the related article regarding to the Miri City 

Council, cut it and keep it for the collection. After I cut the newspapers, I also 

stick it to the A4 paper and will scan it to be keep in the system, the official 

system that use by the organization is CACTUS. Cactus is known as 

Correspondence and Case Tracking Unified System one of the system that also 

known as filing system for the organization. This cactus make the filing system 

more easily and not complicated as the old system where it also paperless.



2.3.3 Attend Meet The People Session ( MTPS).

This session will held every first Friday of the every month, during my internship 

I attend three meet the people session. The first meet the people session I 

attend was on 4 January 2019 where it located at the Urban Transformation 

Centre (UTC), second is on 1 February 2019 located at Taman Tunku Market 

and the third is on 1 March 2019. Located at Tamu Mosjaya. This meet the 

people session is the open day for the public to come and make the complaint 

regarding on the city complaints. The departments that involve with this session 

are from engineering departments, enforcement, public health, parking, public 

cleaning and management, landscaping, rating and evaluation, library, Local 

Agenda 21 and the councillors. This session is where the HOD and councillors 

reach the public to identify the public needs. During this one hour session, every 

section that present during the session will serve public that want to make a 

complaints, feedback or suggestion. There are some example of complaints 

from the public such as the hawkers asking for more comfortable table forthem 

to keep theirs things during night so that they do not need bring back. Some 

hawker also complaints there are illegal hawker do business there too, they feel 

not fair the illegal hawker did not pay rent like them.

2.3.4 Attend meeting of standing committee for LACD

Attend meeting of standing committee for Local Agenda 21 and Community 

Development (LACD) with Encik Shamberi as minute recorder and Nur Eka 

another practical student. Before the meeting start me my Nur Eka prepared the 



meeting rooms such as switch on an air-condition, switch on the LCD projector 

to ensure the everything is ready before the members of committee enter the 

meeting room. Besides that, Encik Shamberi already explain and teach us how 

to prepare the minute of meeting what need to take noted during the meeting. 

During the meeting, I also must take note on the others members of committee 

suggestion or recommendation to be record in the minute of meetings. During 

the meetings the department from Local Agenda 21 explain more on their 

ongoing update. Local Agenda 21 is a program for the community, private 

sector and local authority. Their main element is work together to plan and 

manage the surrounding area towards sustainable development. LA 21 is the 

bodies that understanding of the society and the government.

2.3.5 Key in the data in SPSS

The questionnaire data for the suggestion form and customer feedback for the 

services provided by the Miri City Council for every department or section in the 

Miri City Council. The questionnaire was distribute through the front counter for 

every departments to the public. The questionnaire question is consists of the 

city economy, public facilities, buildings design and the surrounding 

landscapes, public transportation and connectivity, trade and services, 

environmental quality, tourism and culture, housing and safety and security in 

the Miri city. There is 900 data that I key-in in SPSS. SPSS is the software that 

use for editing and analysing all the sorts of the data. The use of SPSS is to 

make it more easily and quickly. I have little knowledge using the SPSS 

because during our previous semester in the subject ADS511 we had been 

teach by Dr. Kuldip how to use the SPSS.



2.3.6 Filing the ISO 9001 file

I was given the task to do filing for the ISO 9001 while I doing filing I read about 

the ISO 9001. The ISO 9001 is quality management, it is certification improves 

the efficiency, performance and competitiveness of the company. This 

procedures is established to explain the procedures in managing of public 

complaints. This to ensure the management of public complaints can be 

managed efficiently. After done arrange the ISO 9001 document I binding it.

2.3.7 Key-in the data in the system

I was given task to key-in the data or information of the public that who make 

the complaint in the system through the Talikhidmat into the Microsoft excel. 

The data that need to put in the Microsoft excel such as the name of the person 

who make the complaint, the telephone number and the location of where she 

or he reported. I also make sure and to identify if there is double cases was 

reported in the system. This is because our department is the one that will 

ensure if the complaints by the public is settle or has not taken action yet. 

Talikhidmat is a comprehensive service management solution that allows users 

and call centre helpdesk to register and manage feedback/cases. The system 

is a complete system that comes together with knowledge base that can be 

dynamically built up. The systems benefits call centre Helpdesk, customers, 

service provider, supervisors and management. Talikhidmat caters for all public 

feedback including complaints, enquiries, suggestion, the request for service 

and compliments relating to any public service rendered by the Sarawak State



Government Agencies be it Ministries, Departments, Statutory Bodies, Local 

Authorities as well as Government- Linked Companies (GLCs) which have been 

identified as essential service providers.

2.3.8 Type a reply letters.

During my internship I was learn how to type the formal letter. In order to type 

the letter there are procedure need to follow. I was given a task to reply the 

letter of declaration of acceptance for Berita Bandar Raya Majlis Bandaraya 

Ipoh Keluaran Mei-Ogos 2018, after I reply the letter than I fax it to them. After 

I fax it, I need to make a photocopy of the letter and keep in the file for the future 

reference. Besides, I also type a letter to request quotation for Buku 

Perangkaan Sarawak from Jabatan Perangkaan Negeri Sarawak.

2.3.9 Filing and arrange the document.

During my internship, mostly my daily work is do filing and arrange the 

document followed by it title, date and combine it accordingly by year. I must 

dividing the document by it category for example tender board one category, 

quotation committee one category and tender opening one category then 

compile it accordingly. I also design the border for the front page of the Jilid 

cover and arrange it based on the monthly after all is done I will print it. In 

addition, I also was given the task to print the report meeting and it cover from 

September, October, November, and December 2018, after I print the report 

meeting, I arrange it neatly.



2.3.10 Helping the staff

I was helping Madam Jini and Miss Jannah to count the stock of recycle bag, 

sticker and the mug in the store room and bring it to the source room in the 

office. This item was prepared for the souvenir for the future use. We also 

arrange the item in the source room where all the item located. I also helping 

the others staff by shred the old document that not use anymore. I also update 

the notice board monthly, stick the new picture of the latest activities. Besides 

that, I also assist the other trainee how to key-in the data in the SPSS.

2.3.11 Attend the quotation meeting.

I was attend the quotation meeting with the tenders and quotation staff. During 

this meeting all the members in the meeting room was prohibited to expose 

what had been discussed during the meeting because it is private and 

confidential. The issues that they discussed is related to the quotation for the 

tenders. Quotation is where a good cost more than RM50, 000 and up to 

RM500,000 per year.

2.4 Chapter Summary

During my practical training twelve weeks at Miri City Council the tasks given to 

me is accordingly to standard guideline as prepared by Faculty of Administrative 

Science and Policy Studies. Furthermore, during my practical training I was able 

to understand and adapt with MCC working environment. All the scope of work 

given to me is corresponded with the field of study.



CHAPTER 3

3.1 Chapter Review

Chapter 3 begins with Section 3.2 for the introduction of this chapter 

and Section 3.3 for the recommendation and lastly in Section 3.4 is 

the conclusion.

3.2 Introduction

In this chapter the trainee had come out with a few recommendation 

which can help the organization improve their weakness. Besides that, 

the recommendation that are being suggested might help the 

organization in term of effectiveness and efficiency as the strength 

that has been recognized.

3.3 Recommendation

Recommendation can be defined as a suggestion that something is 

good or suitable for a particular purpose or task. In others word, 

recommendation is an opinion given by the people which related with 

the activities, program or event that need to be improve and which part 

need to be maintained.

3.3.1 Improve Organization Creativity In handle the event MTPS

MTPS is the event that will organize once in the month. There are 

challenges in handling this event, where the public is less interested 

to come to the event. The organization must take an action to improve 



their creativity to attract more public to come so that the organization 

can improve their services that they need.

In addition, the staff need bring together a group of people to 

brainstorm creative ideas instead of preparing the events. Brainstorm 

is informal approach to encourage staff to come ups with thoughts and 

ideas in planning the events of organization. During brainstorming 

sessions, the staff should avoid criticizing or rewarding ideas it need 

to be done in free and open environment that encourages everyone 

to participate contributing their creative idea to improve the event. So, 

Miri City Council (MCC) need to improve their organization creativity 

for their next event to attract more public attend their event.

3.3.2 Improve Public Relation skills

As I was in the public relation section during my practical training, I 

observe that they have weak public relation skills. In every 

organization, professional’s public relation should have excellent 

Public Relations skills which means they need to improve their skills. 

As well as, in Public Relation field they need to meets deadline, come 

ups with goals, strategies and tactics which can help their organization 

to be more excellent in Public Relations. For instance, Miri City 

Council have public relations section where it responsible in handling 

press release, entertaining public complaints and serving as the 

Council’s information centre. The staff that responsible must have a 

good skills in Public Relations in order to excellence, effective and 

efficiency in Public Relations because they is the one that dealing with 

the public.



3.3.3 Provide the rotation for trainee

Based on my experience during the practical training, the rotation 

between the section or department is important for the trainee this is 

because it can help the trainee gain more knowledge during their 

practical training so that the trainee will come out with the multi-tasking 

experience. For information, in Miri City Council there have many 

departments such as administration department, rating and evaluation 

department, enforcement section, Local Agenda 21 unit and others. 

The organization should let the trainee experience the others 

department also so that they gain more experience.

3.4 Conclusion

Miri City Council is providing the public services and managing the 

events and affairs of Mir City. The members of the Council was elected 

before the enactment ordinance election of the local government in 

1956. Since the establishment of the enactment, all the members of 

council was elected through the process of election. This ordinance 

was amend by the local authorities. They wanted to restructure the 

local authorities. After the enforcement of this enactment, the 

members of council were appointed by the government. From the 

administration aspect, MCC is under Ministry of Local Government 

and Housing or known as MLGH. MLGH who will be responsible to



issue circular from time to time to ensure complaint by enforcement 

officer.

I had done my practical training at Miri City Council (MCC) from 

24th December 2018 until 15th March 2019 for twelve consecutive 

weeks. During my practical training period I was placed in the Public 

Relation section. In this section, I was exposed to task that involve in 

responsible entertaining public complaints and serving as the 

Council’s information centre. Besides that, I also done some clerical 

work such as filing, photocopy the document, scanning the document, 

binding, prepared the letters and many more. There are a lot 

experiences that I gained from this practical training period. Hence, I 

was able to apply all the knowledge that I have been studied to be 

applied for the real working environment particularly in the task of key­

in the data in the SPSS. Through that, I also able understand better 

on how work processes to be done through exposure during this 

practical training. I also gained other benefits in enhancing trainee 

development. In terms of self-confidence level and also 

communication skills. The improvement that I obtain through my 

practical training period was through the tasks was given to me, to 

complete the tasks given I need to communicate to the other staff and 

asking them how to do the tasks for example before this I have never 

know how to use the fax machine, I asking the staff how to use the fax 

machine. In addition, during the practical training I also had been 

attend the meeting where I observe how the meeting session be done, 

what agenda had been discussed. I also learn how to take a meeting 

minute report where I need to take note on the all information that had



been discussed in the meeting and also involve in the preparation of 

the meeting room. Indirectly, I adapt with the meeting environment.

During this practical training, it helped a lot to me to improve the 

knowledge and other skills that definitely are useful for me in the 

future. The tasks and duties that had been performed by me had 

taught the spirit of teamwork, interpersonal skills, technical skills, 

critical thinking and also the problem solving skills. The knowledge 

that I gained during practical training will help me in dealing and 

adapting with the real life work environment in the future.
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rlaiam <masana ppjabat

Bagl plhak Majlis Bandaraya Miri, diucapkan selamat maju jaya kepada bellau.

Sekian, terima kaslh.

BERSATU BERUSAHA BERBAKTI

AN HONOUR TO SERVE *

( OAYANG HAIR NDZURIANI)
b.p. Sebausaha Bandaraya 
Majlis Bandaraya Miri



SMIL PEN6HARGAAN
&aya djzngan sukaeitanya m^ngampaikan Sijil ini 

kppada

EILEEN RICHAD 
(940328-13-5938)

Sizbagai penghargaan daripada pihak Majlis Tprhadap 

sumbangan sukarplanya did al am

Kggiatan / Majlis Rasmi flnjuran

Majlis Sandaraya Miri 

c^zpanjang tjzmpoh loatihan Industri 

( 24 DISEMBER 2018 -15 MAC 2019)



UNIVERSIT1 TEKNOLOGI MARA 
CAWANGAN SARAWAK

PRACTICAL TRAINING

LOG BOOK

*



Instructions
This book is issued to you to provide a history of your training and to act as 
a weekly record by the work on which you are engaged.

Student’s responsiblities for keeping log book up-to-date

Immediately this book is issued to you, you should, in consultation with 
your Training Officer, complete the detail required on the previous page.

It is your responsiblity to make the main entries of the log book and keep it 
up to date. Entries must be regularly initialled by your Supervisor. You must 
ensure that:

1. It is available at your place of work during your training.
2. All entries, except sketches, are made in ink.
3. Entries are made within a week of the work to which they refer.
4. The book is handed to your training officer for retention on your return to 

UiTM and this will later be handed to the head of school for grading.

Recording

The log book should countain the following information:

1. A neat concise description of each of your training locations and the work 
on which you are engaged.

2. Relevant sketches, data and circuit diagrams.

3. References to textbooks, standards and other technical information 
related to the work being under taken.

4. Constructive comment on the work being undertaken and your 
consdered opinion as to its value as training.



1. Student’s Name : lllteU IUCHAD

2. Date & Place of Birth

3. UiTM l/C No. : lOlWWG

4. Course . w AOMiUimM/VE science wo Wter

5. Year

6. Home Address

: ________ Part _____

: LDTR^^. LoeoslG- 6g z VIST?) P&PO4S/I

7. Address During Practical framing : LoT Gfci ylcta

8. Place of framing : Mini uty council

9. Name of Supervisor In-Charge : MffDMA__StfAFQN PWi

10. Duration of framing
From: U to O'___________ To; to^___________

FOR OFFICE USE ONLY:
11. Remarks: [Dean / Course Tutor]
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Eileen Richad

Lot 1785 Lorong Intan 6B2

Vista Perdana,

98000 Miri, Sarawak.

Miri City Council

Jalan Raja,

98000, Miri,

Sarawak.

5 MAC 2019

Tuan/ Puan,

PERMOHONAN CUTI ATAS URUSAN KELUARGA

Merujuk kepada perkara diatas, saya Eileen Richad ingin memohon cuti pada hari Rabu, 6 

Mac 2019. Saya memohon cuti atas sebab urusan keluarga yang tidak dapat dielakkan.

2. Sehubungan dengan itu, saya berharap agar pihak puan dapat mempertimbangkan dan 

meluluskan cuti tersebut.

Sekian ,terima kasih.

Yang benar,

EILEEN RICHAD

Pelajar Praktical

SK: Puan Jenifer Leku



MAJLIS BANDARAYA MIRI

BORANG PERMOHONAN CUTI PELAJAR LATIHAN INDUSTRI

Bahagian I : Permohonan Pelajar Latihan Industri

Nama : Seksyen ditempatkan :

Tempoh Cuti Rehat Dipohon : fop / hingga 

Tujuan Permohonan :

Tandatangan Pemohon Tarikh : V3/H

Bahagian II : Ulasan Ketua Jabatan / Penyelia

Permohonan beliau adalah disokong untuk diluluskaQ^/

Permohonan beliau tidak disokong atas sebab berikut

Tandatangan : ___________ ____________

Ketua Bahagian / Penyelia

Tarikh :

Bahagian III : Kelulusan Bahagian Pentadbiran

Permohonan adalah :


