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INTRODUCTION

Practical training or industrial training is a mandatory course for all degree students of
Administrative Science. It is a requirement to fulfil the course in order to complete the
degrees as well as graduate from the university. The training reters to work experience that is
relevant to professional development prior to graduation. For Administrative Science
students, an 8 week period is allocated for training at locations chosen by students
themselves. No restriction is imposed on them whether they want to work in government

agencies or private organizations.

For this semester, the trainee, Hatfizah Binti Zainal Abidin (2014571679), has started working

in the Worx Services from 23 January 2017 until 17 March 2017.

Objectives of Practical Training

The objectives of industrial training are as follow:

I To tultil the award of the degree of Universiti Teknologi Mara (UiTM)
1. Apply theories learnt in classroom in working environments
1. Solidifies students’ confidence after graduation

1v. Improve both soft and hard skills

V. Improve communication and management skills
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CHAPTER 1

INTRODUCTION OF ORGANIZATION

1.0 Introduction
This chapter briefly discussed about background of the company. On 1.1 is about
company background, 1.2 the company vision. 1.3 company mission 1.4 about the core

business of organization, 1.5 the organization chart

1.1 Company Background

Kitchen Industry or also known as Worx Services and Kitchen Plan is a private
company established in the year 2012 where the company focus on architectural services and
interior designing with a humble passion to serve various F&B owners and home residents
from all walks of life with quality and reasonably priced commercial kitchen equipment.
Previously, Kitchen industry known as Worxserv (M) Sdn. Bhd and in 4 June 2010,
Worxserv (M) Sdn. Bhd has changed its name to KitchenPlan Sdn. Bhd which is still use

until now and it became a company limited by shares.

This company is equipped with in-depth knowledge of stainless steel fabrication,
refrigeration, local and imported kitchen equipment. The sales team at kitchen industry are
well trained to help customers make the right purchase choice. Kitchen Industry Sdn. Bhd is
an established company within the food service industry specialising in the design, supply,
installation, commissioning, maintenance and servicing of kitchen equipment. Exceptional
after-sales service with Worx Services team of friendly technician to give customers a peace
of mind knowing that technical assistance is readily available in the event of any equipment

breakdown or even a simple service requirement.



1.2 Company Vision
Kitchen Plan Sdn. Bhd aim to provide the customer a one stop solution to their
kitchen requirements, be it a simple supply of stainless steel rack to an installation of a full-

fledged central kitchen.

1.3 Company Mission

Kitchen Plan Sdn. Bhd is also aware of the importance of listening to the customers
and working hand in hand with them. By doing that, customer expectation will be meet and
it will also ensure a proper execution of their kitchen concepts into reality. In providing
kitchen planning and design services, Worx Services also able to tailor made a kitchen design
to meet the needs of the customer whilst providing advice and recommendations to ensure

optimum efficient movement in the kitchen.

1.4 Core Business of Organization

To service and meet the client’s expectation, the scope of work provided by Worx
Services and Kitchen Plan Sdn. Bhd includes initial consultation with the owner, architects
and consultants to determine the project scale and expectation. The company also focus on
designing the kitchen layout and equipment specification. This would also include the
relevant floor plans to determine the different food categories such as preparation, cooking,
storage and so on. Project supervision to ensure the work meets the clients’ standard and
expectation; installation of equipment. Other than that, the company also do servicing of

equipment and preventive maintenance.



1.5 Organization Structure
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CHAPTER 2

SCHEDULE OF PRACTICAL TRAINING

2.0 Introduction

During the 8 weeks industrial period, the trainee (Hafizah Binti Zainal Abidin) is
assigned mto 2 units within the organization; excluding the engineering unit. The trainee
spends 4 weeks in each unit with various task given whereby some are relevant to the degree
while others is for the purpose of exposure to other fields that are semi-related. Besides that,
the trainee has learned to improve the soft skills as well as management technique when
dealing with superiors, subordinates, contractors or suppliers and also the customer of the

organization. In this chapter, we will cover all aspects of work during the trainee’s training.

2.1 Log Book

For recording purposes, the trainees are provided with log book from UiTM as a
requirement to all students to use as a diary that contains all tasks and assignments given to
us. All the task and activities that are assigned to us is jot down in the book and to be sign by

host supervisor.

2.2 Task and Activities
This sub-section is divided into 3 parts, customer service or administration
department, finance department and engineering department, but the trainee only assigned at

2 department that is customer service or administration department and finance department.



2.3 Week 1 (23 January 2017 — 28 January 2017)

For the first week, first of all, the trainee was being introduced to all staff in the
company. There was not much work for the trainee since it was first day. The trainee was
assigned work by the manager of the company because the supervisor that supposed to

supervise for the trainee was on leave.

For the first task, the trainee was assigned to key in data for service report for the year 2016.
Service report is the report that was prepared by the technician and engineer if they had done
repaired kitchen equipment of restaurant and customers house or site visit work that is kept in
one file named Service Report 2016. The service report is keep according to the year.
Service report is one of the compulsory documents for Worx Services so that the company
can keep track of their customer satisfaction and also can keep track of their supply. The
purposed to key in the data from written document to Microsoft Excel is because to make it
well organized and easy to tind when needed especially from previous year like 2014 or

2015.

Next, apart from key in data for service report, the trainee also learned how to used facsimile
machine and fax document to several company. The document that being fax was payment
invoice and receipt that show Worx Services was already paid their debt for that particular
month. After fax, trainee need to follow up by call the particular company to asked whether

they received the document or not.

Lastly, this is totally new and key in the data is the basic task for the trainee which it has not

reflects on what trainee has learned before. However, during trainee's diploma level, key in



the data is what trainee can relate with is typing subject because there is a skill needed in

order to type faster and to complete the work betore it is due.

2.4 Week 2 (30 January 2017 — 4 February 2017)

For the second week, company was closed from 28 January to 1 February 2017 due to
Chinese New Year celebration. Trainee only starts working on 2 February 2017 that is on
Thursday. Trainee continued key in data for service report but this one for other company

since Worx Services handles many restaurant.

Other than that, trainee also prepared a form such as leave application form, mileage form for
car and motorcycle since the technician sometimes riding a motorcycle or driving company
car and staff claim form is especially for technician and engineer for their claim, fax
transmission torm, delivery form is the form for delivery of kitchen equipment and lastly
complaint form. Trainee has been asked by host supervisor to do some improvement on the
form since it is the old design. Trainee also added some information that has not written or
stated on the form. Since Worx Services is divided into two that is Worx Services and

Kitchen Plan, the trainee doubled all the form that is for Worx services and Kitchen Plan.

After all the forms were completed, it is then printed and showed to the host supervisor Puan
Emilia and if there was any correction, the trainee did the correction. When it is all done, the

forms then were sorted in the file according to their name.



Lastly, designing a form is new to the trainee and it also did not reflect with subject learned
during lectures. This is something new to the trainee and trainee also has new experience in

completing this task.

2.5 Week 3 (6 February 2017 — 11 FFebruary 2017)

On the third week, trainee prepared a formal letter to RHB bank to notify them that
Worx Services has changed their bank account number. The letter is checked by host
supervisor Puan Emilia so that no mistakes or error occurred. Other than that, trainee also
prepared a letter to customers and suppliers to notify them that Worx Services has changed
their address and any letter transaction or deal must be addresses to the new one. The letter is

also checked by host supervisor Puan Emilia so that no mistakes or error occurred.

Other than that, trainee also learned on how to do a proper filing for the documents. The
documents that need to be filed were invoices of the company and also company bills and
utilities. The documents need to be separated according to their name and branch since there
are a lot of branch that Worx Services handle. The company bills also have to be separated
according to their name such as TM Unifi, Maxis, SYABAS and electricity. All the expenses
that the company incurred were filed up into one file. However, the file is separated into two

which is Worx Services and Kitchen Plan Sdn. Bhd.

Lastly, do a proper is reflect with what trainee has learned during diploma level. There was a
subject that teaches trainee how to record and restore document. However, during the
internship, host supervisor, Puan Emilia give a prompt instruction for the trainee to

understand and learn more.



2.6 Week 4 (13 February 2017 — 18 February 2017)

On the fourth week, the trainee was given an opportunity by host supervisor, Puan
Emilia to learn on how to e-mail the payment voucher or customer invoice to the customer
using webmail. Webmail is a mail site that is used by Worx Services and Kitchen Plan in
order to deal with their customers and suppliers. It is convenience to the staff to used
webmail because all the customers' and suppliers' detail are already stored in the site. The
staff just need to search by their name and all the account are already stated there. Webmail

1s quite similar with Yahoo Mail but it is not widely known like Yahoo Mail.

Apart from that, trainee also has learned to do some basic accounting works like checked the
transaction and payment of the company. Host supervisor, Puan Emilia gives clear
instruction on how to check the transaction one by one so that it is similar with the money
inflow and outflow. On the same day, host supervisor also teaches trainee to scan several

document to user pc.

Trainee also re-arrange service report according to their date after do some checking. This is
the task given by one of the staff at finance department; Puan Liliyana and trainee assist the
staff to re-arrange the service report. Apart from that, trainee learns how to answer a phone
call from customer. While answering the phone call, trainee need to jot down some
important messages such as who is the person calling, from where or from what restaurant
they are calling and what is their complaint. All those complaint need to be referred with the
manager of the company and the manager will consulted with technician whether the

equipment has been checked or not or whether the equipment still in warranty or not.



Lastly, to retlect with what trainee has been learn, some of the task are all new to the trainee
such as e-mail payment voucher using webmail, answering a phone call from customer and
scanning several document. However, some other task like filing and do some basic
accounting system is reflected with what trainee has been during diploma. The subject taken

was management accounting and record.

2.7 Week 5 (20 February 2017 — 25 February 2017)

In the fifth week, some of the task was quite similar with week four and there is not
much works to do in week five. Trainee has been asked to filing several documents such as

customer and supplier payment voucher, bills and utilities, acknowledgement receipt etc.

Apart from that, since there is not much work to do, trainee has been asked to attain and greet
customers and suppliers through phone call. This task is similar with week four. Next,
manager of Worx Services, Jenny Ong asked trainee to learn and being introduced to a
financial system that is called SQL Financing Accounting System that is widely used by other
company also. All the transaction such as money inflow and outflow are being store and save
in this application. All the details of the payment like GST and how much did the customer
or Worx Services debt is kept in SQL. It is said that all company used SQL Financing
Accounting System because it is easier and convenience to be used. For example, if the staffs
want to search which company did not pay their debt, they just type the company's name and

click see all and all the amount were just pop out from the screen.

Lastly, learning and being introduced to SQL Financing Accounting System is a new

experience to trainee. It can be used during interview session if the interviewer ask whether

10



trainee know what is the application used by finance department to trace all the money inflow

and outflow in the organization.

2.8 Week 6 27 February 2017 — 4 March 2017)

For the week six, trainee makes filing and organising incoming document. All
document that received from other customer or supplier was kept in the file according to their
name. The purposed to do so is to ensure that the document is well organized and easy to
check whenever needed. Apart from that, trainee also learn how to ordering and maintaining
office stationery supplies and equipment through phone call. Trainee need to go to each
department and asked what they need to order for their department. After that, trainee just
needs to order through phone call and keep update with supplier until the goods reached at
company. Once the goods were received, trainee needs to do some check-up in case if the
goods are defect or there are mistakes or errors with the order. Then, the document or receipt

need to sign by host supervisor and the receipt then is kept in the bills file.

After ordering some stuff, trainee has been asked to key in data for delivery orders and stock
management. The purpose to doing this so that stock can be keep track and maintain. Next,
trainee also has learned on how scheduling and attending meetings with host supervisor.
Host supervisor gives clear instruction on how to do the schedule to avoid any mistakes
because it would be trouble if there were any mistakes and host supervisor do a regular

checking when trainee do the schedule.

11



Then, after attending meeting, creating agendas and taking minute meeting is a regular duty
that people do in order to keep track of what has been discussed during the meeting. Trainee
also learn on how to creating agendas and taking minutes meeting. After that, the minutes

were showed to manager and to be sign by manager of Worx Services.

Lastly, some of the task such as ordering and maintaining office stationery and scheduling
and attending meeting is new experience to the trainee as it is the first time doing the task.
However, creating agendas and taking minutes meeting is something that trainee has learned
previously during diploma level. Some of step to create agendas and taking minutes still can

be apply by trainee during completing the task.

12



2.9 Week 7 (6 March 2017 — 11 March 2017)

In week 7, trainee has been given task such as liaising with staft in other company
regarding payment and sometimes liaising with staft in other department. This task is assist
by staft in finance department, Puan Liliyana. This is because trainee still learning, so Puan
Liliyana asked trainee to sit beside her and jotted down anything the supplier or customer

said.

Next, trainee need to update order sales for previous month related to supplier and customer.
On the same week, trainee also learned the procedures on how to makes payment to supplier
on previous job done. All the steps and procedures were explained one by one by the host
supervisor. The steps were first of all, the amount need to be confirmed by asking the
supplier to send invoice to the finance department. After that, it needs to be checked with the
service report. After it has been confirmed, then payment will be made by accountant.

Other than that, trainee also asked by host supervisor to check the status of customers that
want the services or buy any supplied product. The purpose of this task was to check which
customer that still active dealing with the company. Last task of the day was filing several
document of the company. This task was regular task trainee has done during internship

period.

Lastly, the entire task for week 7 is new to the trainee. Trainee gain new experience in

completing the task and host supervisor provide clear instruction and teach

13



2.10 Week 8 (13 March 2017 — 17 March 2017)

For the last wecek that is week 8, company order some kitchen equipment from factory
that will be used at an event at Putrajaya, the I Chef Malaysia 2017 event that held end of
March. Tramnee neced to assist administration department to check status of the product being

order with supplier. This is to ensure that the product will arrive safely without damage.

Other than that, host supervisor asked trainee to check and update the details of suppliers.
The purpose to do this is to check which supplier still active and supply products to company.
Lastly, do a labelling for each kitchen's equipment. This task is given by technician of the
company. The purpose of this task is to label the kitchen's equipment that was being used in |

Chet Malaysia 2017 event.

Last but not least, the entire task given was totally new to trainee. It was not reflect to what

trainee has learned during diploma or degree level and hopefully all the knowledge and

experience gained during internship can be apply in the future.

14



CHAPTER 3
ANALYSIS

3.0 INTRODUCTION

From the analysis of practical training, it is specifically focuses on the area and scope
that mostly related and in charged by the traince at Worx Services. In this chapter, trainee
will focus on one task that mostly done by trainee during internship that is data entry. As the
trainee was placed in two departments which is Administration Department and Finance

Department, the data key in may be based on administrative and financial.

3.1 DEFINITION OF DATA ENTRY

According to Guerra (n.d) in her article Chron, stated that data entry is the act of
entering information into electronic formats by using word processing or data processing
software hosted on a computer and it data entry operators who perform these tasks.
Meanwhile, Business Dictionary (n.d) defines data entry is a direct input of data in the
appropriate data tields of database, through the use of a human data-input device such as a

keyboard, mouse, stylus or touch screen or else through speech recognition software.

In term of financial, data entry for financial report is call bookkeeper. Bookkeeper creates
financial transactions and creates financial reports from that information. The creation of
financial transactions includes posting information to accounting journals or accounting
software from such source documents as invoices to customers, cash receipts and supplier

invoices. The bookkeeper also reconciles accounts to ensure their accuracy.

15



3.2 DATA ENTRY FOR SERVICE REPORT

Service report 1s the report that was prepared by the technician and engineer if they
had done repaired kitchen equipment of restaurant and customers house or site visit work that
is kept in one file named Service Report 2016, The service report is keep according to the
year by the admin of the company. Service report is one of the compulsory documents for
Worx Services so that manager can keep track of their customer satisfaction and also can
keep track of their supply. The purposed to key in the data from written document to
Microsoft Excel is because to make it well organized and casy to find when needed especially
from previous year like 2014 or 2015. Figure 3.3.1 show the example of service report that
already completed by trainee. Trainee need to include the service report number, date of the

service done, types of equipment that need to service, repair or change new and also the name

of technicians who complete the work.
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Figure 3.2.1
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3.3 DATA ENTRY FOR DELIVERY ORDERS AND STOCK MANAGEMENT

Delivery order or abbreviated D/O is a document from a consignee or an owner or his
agent of freight carrier which orders the releasc of the transportation of cargo to another
party. Mecanwhile, stock management can be defines as the function of understanding the
stock mix of a company and the different demands on that stock. The demands are
influenced by both external and internal factors and are balanced by the creation of purchase

order requests to keep supplies at a reasonable or prescribed level.

The purpose of data entry for delivery orders and stock management is to ensure and to
maintain the stock in the store, especially those with the small spare parts. After the data is
save in the Microsoft excel, the delivery order receipt is kept in the file for future check-up.
However, if company not practice this, especially company that deal with sales, equipment,
suppliers and customers they will never know how much stock left in their store it seem to be

not organize.

17



3.4 DATA ENTRY FOR FINANCIAL REPORT

According to Averkamp (n.d) in his article Accounting Coach, bookkeeper is a person
which is employed by a small to mid-size company to record its transactions such as sales,
purchases, payroll, collection of accounts receivable, payment of bills and many more that

related to the inflow or outtlow ot money in the organization.

As the accountant and bookkeeper is the same thing where it assist with finances. Trainee
only assists the accountant task and was introduced to the new software name SQL
Accounting Software. The purpose of bookkeeping is to create a record of financial
transactions that can be summarized for various uses. Bookkeeping systems range from the
most basic, such as check register used to record checks and deposits, to the complex systems

of ledgers and journals. Figure 3.4.1 shows the internal side of the software.

- el B e ™

Figure 3.4.1
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3.5 IMPORTANCE OF DATA ENTRY TO BUSINESS

Data entry 1s the most powerful tool for managing information in any business. It is
considered to be an important task for the growth if business. [t requires feeding data into the
computer. Handling data entry requires a skilled professional who has the ability to enter the
data quickly. Another tmportant requirement is the knowledge of computer. Data entry is
important because of several reasons which include firstly; it helps in organizing the
information which plays an important role in the growth of business. There are many factors
that are responsible for affecting data such as time, availability, duplication and so on. With
the help of entry service, organization can organize orderly and update the information as and

when it is required.

Apart from that, the employee efficiency is another tactor which is necessary for handling
business. The non-availability of data affects the performance of the employee. As
executives do not have enough time to spend on data entry, there is an increase in the
etficiency of the employees. Other than that, data entry also can help organization to reduce
the infrastructure cost as less space required to manage the files. It is effective and easy to
locate and find information when needed. If organization using manual files rather than data
entry, it is hard to find information when needed. This is because; we need to search one by
one In the files. Moreover, as the information is in the digital format, there is no need to

waste money on taking print outs.

19



3.6 DATA ENTRY METHODS

Data should be transferred from manual to electronic systems because people more
dependent on modern technology for almost any transaction. This is where data entry

services can help. There are several methods in entering data into an electronic system.

3.6.1 Aim

To choose an efficient method and corresponding computer program for data entry (including
online data collection), taking into consideration the types of data, research population, risk
of data entry errors, research processes, privacy (GCP) regulations and the necessary time
investment for both the creation of the entry screen as well as the data entry. However, this

guideline only applies to quantitative research and not qualitative research.

3.6.2 Requirements

v" Choose the most efficient method and corresponding computer program (or custom
made solution) gicen the study design, data collection methods, data types, quality,
usability and regulations.

v' Make maximum use of the standard programmes offered by the Data Management
Department.

v" The advice is if possible to make maximum use of online data collection tools. This
saves data entry time and the quality of the data is in generally also better, for

example by a proper routing and required variables in a digital questionnaire.

20



3.6.3 Documentation

v" Describe the chosen data entry method and the associated program or custom made
solution.
v" Describe the reason when there is any deviation from the standard software offered by

the Data Management department.

21



3.7 5S in Data Entry

Worx Services also applying 5S practice so as to be more effective and efficient in its data
entry process. 5S can be defined as the management method that was introduced by the
Japancse industry for the comfortable, tidy and safe working environment. It is also aiming
for more quality working environment that is systematic and practical.  Effective
implementation of 5S practice can enhance the quality of service, save cost and ease the
working process whercby in this case is concerning on the data entry. Improper date entry
will make the document not well organised. 5S originally come from Japanese words which
are sort (seiri), set in order (seiton), shine (seiso), standardise (shitsuke) as stated in Figure

3.7. So, here are the activities that involving 58S in data entry.

e Sort: Sort all of the old file that need to be entered into electronic system that are no
longer active with the new files which are active.

e Set in order: Arrange and set in order all documents available in the office that need
to be entered in electronic system so as to ensure that they are easy to be retrieved,
taken and used when necessary.

e Shine: Place all the manual files in the iron cabinet and placed in one room so if any
unwanted emergency happen, important documents can be saved.

e Standardise: Standardize the order of the data according to the month, company and
year.

e Sustain: Always practising sort, set in order, shine and standardise in data entry and
file management so as to enhance the quality of service, cost saving and ease the data

entry and file management process.
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Figure 3.7
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3.8 THEORETICAL ASPECTS

Most of the works done during the internship have relationship the subject that trainee
have been studied, which is Organizational Behaviour. In performing the task, it requires
trainee to do two way communications with the applicant the communicating in teams and
organizations in Organizational Behaviour was applied here.  Through this experience, the
trainee is able to expand and increase the level of the basic skills as a preparation to face the
real workplace world in the future. Besides, this task also required the trainee to be more
ethical whereby trainee must have not to disclose the confidential information to publics
especially about the company's financial status. From this, the trainee also able to practice
the ethical conduct that was learned previously at class and understands more about the
theories and concepts. During the internship period, the trainee has been attached in two
units and trainee was provided with different tasks. In conclusion, the trainee only focuses on

one area which is financial department where most of the task given from this department.
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CHAPTER 4

RECOMMENDATIONS

4.0 INTRODUCTION

[n this chapter, traince will highlight with examples the strength and weaknesses of
job or tasks assigned during training and also provide solution for improvement. Other than
that, trainee also includes the recommendation for the organization so that they are able to

improve their performance in the future.

4.1 PROBLEM RELATED TO DATA ENTRY

As far as the trainee concerned, Worx Services divided into two which is Kitchen
Plan Sdn. Bhd and Worx Services itselt. Worx Services is mainly focuses on provided
maintenance and services of kitchen equipment, whereas Kitchen Plan Sdn. Bhd is mainly
focuses on designing of kitchen and supply of kitchen equipment. The problem that is face
by the organization is lack of staff in term of management. This is a serious problem toward
the organization in order to achieve its vision, mission and their objectives. Lack of staff can
lead to a several negatives impact. Firstly, it wills slower the process of entering data into
electronic system. Other than that, the organization only has one employee for customer
services and administration work for both Worx Services and Kitchen Plan Sdn. Bhd
eventhough both branches are in one roof. All the work in assisting clients and customers
including maintain file and key in data have to be done by that one employees and make her

work redundant.
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4.2 STRENGTH

Strengths are characteristics of the business or project that give advantages over
others. Among the problems, Worx Services has its own strength. From what the trainee has
observed during internship period, there is some strength that makes the organization runs

simoothly.

4.2.1 Application of 5S Methodology

Apart from that, strength of Worx Services is the application of 5S methodology or
practices that synonym with the quality and good way of handling the task especially in terms
of management and data entry. In this case, Worx Services is absolutely using this 5S
concept or theory in order to handle their records or file management so as to be smoother,
save cost, effective and efficient. Besides, the application of this 5S also important for Worx
Services in enhancing the quality of its file management and data entry and also it can ensure
comfortable working environment when performing those filing processes such as
classification, sorting, keeping, controlling and indexing. The following are the examples of

the application of this 5SS practice in term of data entry.
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Enélish (Japanese) R

Example

Sort ( Seiri)

Set In Order (_S_ei_ton)

Sort all of the old file that need to be entered into electronic system
that are no longer active with the new files which are active. This

process is to ensure that the files or records are up to date and to

avoid overload of unnecessary files or out-dated files in Worx

Services.

Arrange“and set in order all documents available in the office that
needs to be entered in electronic system so as to ensure that they

are easy to be retrieved, taken and used when necessary. This

process will save time and the finding and detection of the needed

documents and files can take less than 30 seconds.

Shine (Seiso) .

Sustain (Shitsuke)

-'I_Always_practising sort, set in order, shine and standardise in data

Place all the manual files in the iron cabinet and placed in one _

room so if any unwanted emergency happen, important documents

can be saved and not damage.

_ e !
Standardise (Seiketsu) | Standardize the order of the data according to the month, company |

l
and year. This also can enhance the speed of the file detection

when the file is going to be used.

entry and file management so as to enhance the quality of service,
cost saving and ease the data entry and file management process.
This part is really important so as to ensure that the 5S concept is

practiced correctly by Worx Services.
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4.2.2 Sorting by Using Microsoft Excel

Next, another strength of Worx Services file management is it does the sorting
process by using Microsoft Excel. Sorting here can be defined as the process of set in order
of all available files in the office based on their month, year and company's name. so, in this
sorting process, Worx services now did not only do it by hand on the paper, but also the
company do it through or by Microsoft Excel whereby more trendy and can make the sorting
process more taster and eftective. Besides that, through this approach, company can keep all
the data by using soft copy and totally more efficient as well as cheaper since they can

directly save it in their pen drive and computer.
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4.3 WEAKNESSES

Weaknesses are a characteristic that place the business or project at a disadvantage
relative to others.  However, among all those strengths, Worx Services has its own

weaknesses.

4.3.1 Insufficient Staff

One of the weaknesses is insufficient staff to complete the task in order to do the data
entry. All the work was given to the only one employee in the administrative section. The
employee in administration section needs to handle work for human resource, customer
service and administration. Based on the organization structure, there is only one officer that
in charge in the admin, customer service and she also handle human resource work. All that

makes her work redundant and burden her.

Apart from that, she also assisting customers and clients, answering non-stop phone calls and
also handling the data entry work. Sometimes, she needs to work overtime and some of her
works delayed because she has no assistant to assist her. Despite in financial department,

there are two finance staffs and all their work smoothly done.
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4.3.2 Confusion and Slow in Obtaining Files (when officer not around)

Another weakness that face by Worx Services 1s slow and confusion in obtaining files
espectally when the officer is not around because she absent or out-station. The problem
arise when other employees want to retrieve tiles trom her computer or pen drive, they not
know where she locate it and it will slow their work process and also services of the

company. Morcover, she did not have any assistant to assist her.

4.3.3 Redundant Data Entry / Double Entry

Last but not least, the data entered into electronic system might be redundant or
possibility to double entry is high because she handles it by self and it give her confusion
which data to be entered and have been entered into. This is common mistake done by any

data entry clerk when the documents or files to be entered into are too many.
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4.4 Recommendations

Here, there are several recommendations that Worx Services can take in order to
solve its problems or weaknesses in terms of file management. This is to ensure that the
management to be more eftective, efficient, save cost and can satisfy its customers whether

internal or external customers since worx Services can provide fast services.

4.4.1 Appoint More Staff

One recommendation for Worx Services should appoint more staffs in its
organization in order to reduce the work burden or overload of work faced by current
employees as to ensure there is no problems arise due to the absent or emergency leave by
particular staff. This appointment will eventually lead to efficiency of the Worx Services in
providing services and products and absolutely ensure the high level of customers'

satisfaction can be achieved since it helps in fast service.

Worx Services can hire either full-time or part-time workers in order to help entering the
data. If the organization want to cut cost due to today's economic, they can hired part-time or
internship students because their pay is more less and according to day-to-day basis. With
appointing new staff, the firm can reduce confusion of obtaining files when officer not
around because she has an assistant helping her in doing work and it will enhance work
process of other workers too. On the other hand, possibility to double entry or redundant data
entry can be avoid because the work has been past to the assistant and her work will not

delayed anymore.
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4.5 CHAPTER SUMMARY

Overall this chapter highlight on problem related to the organization and reason or
factor related to the problem. Besides, under this chapter, the trainee also gives the strength,
weaknesses and also recommendation for Worx Services in order for them to improve and

enhance their services. Thus it will lead to satisfaction of their customers and clients.
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CHAPTER 5

5.0 INTRODUCTION

This chapter summarizes and concludes the discussion of Chapter 1, 2, 3 and 4 by

highlighting the main points.

5.1 CONCLUSION

Chapter One describe about the background of the organization. It is include vision,
mission, core business of the organization which the company focuses on providing initial
consultation with the owner, architects and consultants. Moreover, Worx Services also focus
on designing the kitchen layout and equipment specification and also the organization chart

of the company.

[n Chapter Two, it shows the flow of tasks that trainee have done throughout eight weeks of
practical training. This chapter also includes the description of the task given to the trainee
on daily basis and also other supplementary activities that trainee need to complete.
According to the schedule of practical training, task given during the internship period van be
observed. It can be seen that the organization is utilizing the services that trainee can provide
to the organization while doing practical training by giving the trainee the task that related to
trainee course. In addition, the staff in the organization also taught trainee on how to perform
all the tasks given because many of the task is a new and knowledge for trainee which some
of it did not teach in theory that trainee have learns in class. All the knowledge that the
trainee has gained would give a lot of benefit to trainee and might be useful for trainee in real

working environment in the future.
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Furthermore, in Chapter Three, it involves of the dominant task during the internship. From
the analysis of practical training, it is specifically focuses on one area and scope that is
mostly related and in charged by trainee at Financial Department which is data entry.
Basically, the task is not related to any subject that trainee learned in degree level, however, it
1s a little bit related to what trainee has learned during diploma level which is typing class. In
performing the task, it requires trainee to apply what has been learned in typing class in order
to complete the task just in time. Through this experience, trainee is able to expand and
increase the level of the basic skills as a preparation to face the real workplace environment
in the future. Besides, this task also required the trainee to be more ethical whereby trainee
must not have disclosed the confidential information to pubic, such as the company accounts
information. From this, trainee also able to practice the ethical conduct that was learn earlier
at class and understood more about the theories and concepts. During the internship period,
the trainee has been attached in two units but the trainee was given various tasks from both
units. However, trainee only focuses on one area which is on finance area whereby most of

the task given was from this scope.

In Chapter Four, it includes the strengths, weaknesses and also the trainee suggests
recommendation in order for them to improve. The strengths of Worx Services includes
application of 5S methodology or practices in order to handle their records or file
management so as to be smoother, save cost, effective and efficient. Besides, the application
of this 5S also important for Worx Services in enhancing the quality of its file management
and data entry and also it can ensure comfortable working environment when performing
those filing processes such as classification, sorting, keeping, controlling and indexing. The
following are the examples of the application of this 5S practice in term of data entry. 5SS

practices comes from Japanese words means Seiri (sort), Seiso (shine), Seiton (set in order),
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Seiketsu (standardise) and Shitsuke (sustain). Next strength is Worx Services Sorting by
Using Microsoft Excel.  Sorting here can be defined as the process of set in order of all
available files in the office based on their month, year and company's name. So, in this
sorting process, Worx services now did not only do it by hand on the paper, but also the
company do it through or by Microsoft Excel whereby more trendy and can make the sorting
process more faster and effective. Besides that, through this approach, company can keep all
the data by using soft copy and totally more efficient as well as cheaper since they can

directly save it in their pen drive and computer.

As for the weaknesses, it seems that Worx Services is short of staff where in term of
management, there are only one officer in charge in admin, customer service and also human
resource. Apart from that, she also assisting customers and clients, answering non-stop
phone calls and also handling the data entry work. Next weaknesses is confusion and slow in
obtaining files especially when officer not around because she absent or out-station. The
problem arise when other employees want to retrieve files from her computer or pen drive,
they not know where she locate it and it will slow their work process and also services of the
company. Moreover, she did not have any assistant to assist her. Last but not least is
redundant data entry or double entry the data entered into electronic system might be
redundant or possibility to double entry is high because she handles it by self and it give her
confusion which data to be entered and have been entered into. This is common mistake

done by any data entry clerk when the documents or files to be entered into are too many.
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Trainee also suggests recommendation in order for the company to improve their services.
One recommendation is to appoint More Staff in order to reduce the work burden or overload
ot work faced by current employees as to ensure there is no problems arise due to the absent
or emergency leave by particular staff. This appointment will eventually lead to etficiency of
the Worx Services in providing services and products and absolutely ensure the high level of
customers' satisfaction can be achieved since it helps in fast service. Worx Services can hire
cither full-time or part-time workers in order to help entering the data. If the organization
want to cut cost due to today's economic, they can hired part-time or internship students
because their pay is more less and according to day-to-day basis. With appointing new staff,
the firm can reduce confusion of obtaining files when officer not around because she has an
assistant helping her in doing work and it will enhance work process of other workers too.
On the other hand, possibility to double entry or redundant data entry can be avoid because

the work has been past to the assistant and her work will not delayed anymore.
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Overall, there is a lot of new knowledge that trainee have gained throughout the internship
period in Worx Services. Some task given were new things for trainee and where the task has
not been learn in class. The trainee was taught on how to perform the task according to the
right ways and ethical conducts that must be fixed in performing task and delivering the
services to the organization. Besides, the trainee has gained a lot of new experiences which
are very useful and gives the full picture on how the real working life looks like. Both
knowledge and experiences that trainee got will help trainee to be ready to face the real
working life ahead. Apart from that, trainee would like to give a suggestion towards the
faculty to extend the period of internship for at least three months to one semester because
eight weeks 1s insufficient and the trainees cannot learn and gain much when the period of the
practical training is short. [f the period is extending, trainees will be able to learn more and
therefore it would help them to be more ready to enter the working life in the future upon
their graduation. This will help university to produce competence future employees that will

contribute to the organization.
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Example of Staff Claim Form
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Example of Mileage Form for Car (4W)
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Example of Complaint Note
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Example of Formal Letter to Public Bank
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Example of Service Report that completely entered into electronic system according to
company's name and technician involved.




