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CHAPTER 1

1.1 ORGANIZATION BACKGROUND

Bintulu Resident Office was created simultaneously with the upgrading of
Bintulu District upgraded to become a Divison in 1987. Bintulu Division is the Ninth
Division of the State of Sarawak. The Bintulu Division has two Districts namely Bintulu
Districts and Tatau District alongside a Small District of Sebauh Small District.
Beginning in 2015, the Bintulu Division Administration has three (3) Districts after the
Small District as a Full District. The administrative area of Bintulu is 12, 166 sq km and
is inhabited by a multiracial, religious and racial population of approximately 231, 200
people (Year 2010). The Resident Office is headed by a Resident of the Division and
assisted by the Deputy Resident. The Bintulu District Office, Tatau and Sebauh are
headed by the District Officer who is responsible to the Resident.

Figure 1.1: Bintulu Resident Office



1.2 OBJECTIVES

In general, the Bintulu Administration Division is committed to developing a
prosperous and prosperous Bintulu Society. In detail, they are committed to achieving

the following objectives.

Firstly, providing efficient and effective administrative and statutory services
through Professional and Outstanding Work Culture. Secondly, Nurture, enhance and
maintain unity among races. Next, to develop and maintain the Bintulu Division as a
major contributor to the growth of the state and state economy. Other than that,
Bintulu Administration Division wants to ensure the achievement of a balanced
between the economic, regional and socio-cultural sectors of the Bintulu Division.
Lastly, they focuses on the facilitate disadvantage of disadvantaged groups into the
mainstream of development and develop and maintain Bintulu as a residential area,

working and doing good health-prosperous.

1.3 ORGANIZATION POLICY

SARAWAK

DIGITAL ECONDMY
STRATEGY

AN OVERVIEW BODKLET

Z DIGITALS: 5.
=2 ECONOMY

Figure 1.3: Sarawak Digital Economy Strategy 2018 - 2022 Booklet

In this booklet, have briefly explain all about the policy implemented by the
State Government towards the Sarawak State. Two strategy that implemented in the
government  organization where | undergo my practical training Government is

s-Sarawak.web.



The s-Sarawak.web is a tool and vital for the State government to access the
web by using single sign on and Sarawak ID. Besides that, government also has been
implementing one-stop front line service in their agencies. For example, government
take an initiative to adopted KPI's from the private sectors and implementing it in the
public sectors mainly on the front line agency as it will use to measure the
organization performance and the study found that this KPI's able to achieve positive

impact on the performance of that agency as well as on their employees.

1.4 MISSION AND VISION OF RESIDENT OFFICE BINTULU

‘Advancing the Socio-Economic Development and Wellbeing of The People in Bintulu

Division”.

Visi

“Bintulu to be Socio-Ecomically Developed Division by 2030".

Sources: (https:/bintulu. sarawak.gov.my/page-0-221-149-Visi-Misi-Objektif-1.htm/)


https://bintulu

1.5 RESIDENT OFFICE BINTULU ORGANIZATION CHART
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Figure 1.5: Resident Office Bintulu Organization Chart

Sources:(https:/bintulu. sarawak.gov.my/page-0-206-162-Carta-Organisasi-Pejabat-

Residen-Bintulu.htmi)


https://bintulu

1.6 CORE BUSINESS

In Bintulu Resident office, there are three section, first Section is Strategic
Planning Section and Project Implementation Section administered by Administrative
Officer, Harun Bin Hatta N41. In planning, coordinating and revising Division
Development Plan Plans. To plan, coordinate and review the preparation of the
Proposed Division Development Program or Project Under the 5 Year Plan of
Malaysia. Establish, maintain and update division development information systems.
Monitoring, Monitoring the implementation of the Division Development Project.

Manage various issues regarding implementation of development projects.

In Administration Section have these three section includes (Finance, Human
Resources, Office Management and Quality) that administer by Administrative Officer
name Saifulbahry Bin Awie, N44. The scope of tasks in Administration Management
are such as security and office vehicles. Therefore, Administration Management also
managing all about distribution or issues related to government quarters and buildings.
Hence, in Human Resources section, it is necessary to dealings with the human
resource development, records and community leaders. In order to maintain the high
quality of the organization, there must have Quality Management in Administration
whereby the tasks are as monitors Implementation of quality initiatives, monitor and
improve the quality of ICT service delivery Manage ICT related matters (ICTSO).
Administration section would not be completed without Finance Section as there need
to records the stock, management account of inventory, preparation of Annual Budget,

management of earnings, invoices, claims, quotations and tenders.

Third section is Social Planning and Development held by Madam Sharpini
Binti Daud, Administrative Officer, N41. In Social, Planning, coordinating,
implementing and monitoring social development based programs in Bintulu Division.
Monitoring community-led programs or activities (NGOs, JKKK and else). Their
responsibility are as follow; coordinates and monitors activities or programs on
education and human capital development. Other than that, they also play vital roles
in public relations and event management implement programs or activities to foster
relationships between the corporate or private and government sectors. In Social
Planning and Development is a must to implementing official social programs or

activities or festivals at the state or national or national level.



1.7 INDUSTRIAL TRAINING OBJECTIVES_

The fundamental objective of practical training is to prepare students for future
employment in organization. Practical training enhances the academic material
studied at University by allowing students to practice what they have learned and to
develop key professional attributes. Practical training should provide an opportunity

for students to:

1. Experience the discipline of working in a professional organization
2. Apply theory learned in university to the workplace

3. Interact with other professional and non-professional groups.

4. Develop interpersonal and communication skills, both oral and written practical

training
5. Boost confidence level of student in terms of soft skills.

A demonstrated commitment and ability to take responsibility, make sound decisions,
and apply skills will be highly regarded. Practical training gives students an
opportunity to evaluate future employers as well as enabling informed decisions about

the discipline and career paths to follow.
1.8 SCOPE OF TASK

In order to ensure practical training achieved, student provided an outline of

the areas in which University and Faculty expects practical training to be provided.

No Task Types of Job
1. Counter Services ® Ethics of counter services
@ Counter administration
2. Services ® Documentation
3. Administration ® File management
4, Financial ® Recording of financial flow
® Preparation of financial report
5. Meetings ® Preparation before and during meeting
® Correspondence to convene meetings
6. Outdoor task ® Visit to the project site
® Organizational program management




CHAPTER 2

2.1 INTRODUCTION TRAINING ACTIVITIES

On 24" of June 2019 | was report duty in Resident Office Bintulu where it is
the place that | had chosen to undergo my industrial training for three (3) months. |
start my industrial training from 24" June 2019 till 13" of September 2019. The
organization was provided schedule for me to referring the date | should rotated to the

three (3) sections.

| was placed in these three (3) sections, there are:
® Strategic Planning & Project Implementation Section
® Planning & Social Development Section

® Management Service Section : Administration Management / Quality
Management / Human Resource Management & Finance Section

2.2 : Activities
DATE ACTIVITY
Strategic Planning & Project Implementation
Section
First day of my internship, | had been placed in the
Development Section also known as Strategic
Planning & Project Implementation Section under
(Week 1) Administrative Officer, Mr Jeffery Jalong. In this

24" June 2019 section, | asked by Madam Amila to obtain file from
Madam Suria in the Administration Section.
Therefore, in the afternoon we had discussed about
our upcoming event which is “Ramah Tamah”
ceremony that will involves many people such as

Tatau and Sebauh District.

Second day of my internship, | asked by Madam
Sylvia from the same section to obtain Officer's
signature from Mr. Jeffrey Jalong regarding the
meeting with the Head of Department related to the

service of officer's placement Master of Science




25t June 2019

(Counselling) UNIMAS in Kuching. Next, | and other
practical students assists Mr. Imran from
Development Section in preparing accessories that
will used for “Ramah Tamah” or “Gawai Raya” event
on this 28" of June 2019 (Friday).

26" June 2019

On 26" June 2019, | contributed my ideas and energy
to them in preparing and decorate booth for “Gawai
Raya’. Instead of decorate booth, | also had assisted
Miss Angela to beautifying Banana Tree as the theme

for an event is “Gawai Raya”.

27" June 2019

| assisted Madam Siti in preparing incentive that will
distributed for “Gawai Raya” event and | also assists
Miss Angela from the same section to handover one
form to Mr. Jeffery Jalong. Besides that, | assists other
practical students from the Administration Section to
handover two letters that need to signed by Mr. Jeffrey
Jalong. Therefore, | had attend Careers Counselling
and gained new knowledge from Mr. Jeffrey Jalong on
the RIASEC Careers Development such as Realistic,
Investigative, Artistic, Social, Enterprising and
Conventional together with Practical Students from
UNIMAS.

28t June 2019

The next day, | assists Miss Angela to photocopy a
few letter. On the same time, | learned on how to
using printing machine that provided by the
organization very well. After that, | assists Mr. Jeffery
Jalong to sending his letter to Madam Siti to the Social
Section. Then, | also assist him to photocopy three
pages of the letter as requested by him. Next task
given by Mr. Imran is to assists him create ‘M7’
wording for the purpose of booth booking on “Gawai
Raya” event. Other than that, | was called to fill in the
questionnaire as a respondent to Kementerian
Kesejahteraan Sosial dan Pembangunan Wanita,

Keluarga dan Masyarakat Negeri Sarawak in the




meeting room whereby the distribution of the
questionnaire has been conducted by Dr. Intan one of
representative from Majlis Kesejahteraan Sosial dan
Pembangunan Wanita, Keluarga dan Masyarakat and
also assisted by Madam Amalina from the Social
Section to find another respondent as it requires 40
respondents to fill in the survey. Besides that, | aiso
assisted Dr. Intan to welcoming the guests that

coming to the meeting room.

(Week 2)
15t July 2019

On 1st July of 2019, | had learned on how to faxs
invitation letter of Bintulu Division Committee Meeting
(DDC) include with distributed to the representative or
member of the other agency Therefore, the
distribution also attached with the attendance
feedback form, it is to know their feedback either they

are able to attend the meeting or unable.

2" July 2019

Another task that given by Madam Amila is filing
documents. In filing, | had taught the ways to compile
it. For example, letter that has been categorized as a
Forest letter, will kept in forest file, if 11" Malaysia
Plan Project (RMK-11) must kept in RMK File,
electricity and water supply also must kept in it own
file, PPRT and PIA/PIAS also have it own file.

314 July 2019

| called by (AA) Mohd. Yelsop to the finance section.
In Finance section, | taught by him about the voucher
payment and service order to the customer. Besides
that, he teach me a lot about law as he held Second
Class Magistrate in the organization. Besides that, he
also taught me about the management of service.
Based on what | learned, the purpose of voucher
payment is used as an evidence of money transaction
by using cash receipt or Electronic Fund Transfer
(EFT) that will approved for payment by the three
parties. | informed that voucher payment will kept in

seven years. It is important as treasury will spending




the money towards the organization or customer that
requesting work order for some purpose. Next is,
service order. It is a task or a job for a customer that
can be scheduled or assigned to someone, such as
an order from a customer that request internally within

the organization terms of products or services.

4 July 2019

On 4" July, | assists Mr. Jerry from Finance Section
arranging one box full with voucher payment follow

the running number as instructed by him.

5t July 2019

Another task is to print out all the vote ledger as
guided by Mr. Jerry. After that, he teach me on how to
apply it to the big size of vote ledger paper.

(Week 3)
8t July 2019

| was learned and gained new knowledge about vote
ledger from Mr. Jerry in Finance section. Based on
what | had learned, vote ledger is a system where the
monetary transaction of a business are recorded in
the form of debits and credits. Through this process, |
taught on how to write the vote ledger in form of
manual. In the afternoon, | did attended Petanque
Meeting whereby Petanque Competition  will
organized by RANDO Bintulu and Ketua Masyarakat
dan Ketua Kampung (KMKK). This is organized
because it is one of way to strengthen the bonding
between District Office, Resident Office and KMKK.
Besides that, this Competition benefits all staff and
KMKK especially exposing us about the technique
and theory of Petanque game. The most important
thing is | involves in managing this game together with
the organizer and gaining new experience in play
Petanque and exposed on the rules of Petanque

game.

gth July 2019

On 9" of July, | continued my task writing vote ledger
to manual system and would not forget, | also sharing

and teaching the other practical students on how to




apply vote ledger to the manual system one by one.

10*" July 2019

| assisted Madam Amila to filing the document of
utility. 1t is important to filing the document in order to
record-keeping system for an organization. It helps to
be organized, systematic, efficient and transparent.
The most important thing is it helps all people who

should be able to access information easily.

11" July 2019

On 11" July, | assisted Mr. Nicholas to find few
document that need to be raised again because few

issues on the project still need to improved.

12t July 2019

On 2.00 p.m, | attended Petanque Meeting. In this
meeting we had informed of who will participate in this
game on 27" July 2019 such as how many KMKK,
Staffs of District Office and Resident Office will involve
in this event soon. Besides that, we explained how the
procedure of this game as Petanque game start from
morning until afternoon. Next, we (practical students)
given few tasks from this game such as handling five

groups of players and appointed as emcee.

(Week 4)
15t July 2019 - 16" July 2019

On 3.00 p.m, once again | involve with “Ops Rabbies”
Meeting. Ops Rabbies Metting needs many agency to
involve such as Veteriner, Tatau District Police,
Jabatan Kesihatan, Angkatan Pertahanan Malaysia
(APM), IPD Bintulu due to Rabbies disease
increasingly widespread. Therefore, we asked by
Head of Department which is Mr. Saiful to take notes
of important thing regarding rabies issues. Other than
that, Deputy of Resident (Sir Hussaini) ask us to
prepares meeting minutes for this “Ops Rabbies”

Meeting.

| was appointed by Madam Sharpini from Social
Section as a secretariat of “Program Kesedaran
Advokasi Pendidikan Seksual (KAPS)” located at
SMK Bandar Bintulu about two days. Through this




17" July 2019 - 18" July 2019

programme | learned on how to serve the people, how
to socialize with other people especially interaction
with the teachers and students of SMK Bandar
Bintulu. Next, | also learned the awareness of
prevention sexual issues among teenagers below age
of 15 years old are important as they are victim of
the situation and have to know the ways to preventing

these issues.

19t July 2019

Today, | assisted Madam Sylvia deal with clients that
want to collect their company’s tender that had given

to them.

(Week 5)
22m July 2019

Public Holiday

(Sarawak’s Independence Day)

231 July 2019

On 23 July 2019, | assisted Madam Sylvia follow up
with the contractor by asking contractor when they
want to come collect their invitation letter for draws
vote of “Rural Transformation Project’” or in short
(RTP). Next, | taught by Mr. Imran on how to entertain
contractor that will come ask about the tender such as
to whom the bank statement that attached with the
invitation letter returned. For example, if the invitation
letter from (JKR), it necessary to returned to JKR, if an
invitation letter from BDA and JKR know if the
contractor interested with the project that has been

stated inside the invitation letter or not interested.

24" July 2019

| assisted Madam Sylvia in preparing tagging of
meeting minutes book for Divisional Development
Committee (DDC) Meeting that will conduct on the
next day which is on 25" of July.

Planning & Social Development Section

On 25" of July, | move to Social Section. In Social




25t July 2019

section, | given a task to follow up regarding with the
attendance of Officer or representative that able to
attend the “Program Kesedaran Advokasi Pendidikan
Seksual Siri Il (KAPS) programme by Madam
Sharpini.

26t July 2019

On the next day, | had assisted Madam Siti Zubaidah
to fax invitation letter of KAPS Programme to related
persons which is the one will attending the
programme as stated in the list of distribution that has

been attached behind of the invitation letter.

Today, on 27" of July, | and other practical students
appointed as a secretariat to Arbiter. In this Petanque

game | assisting him to write down the pointer of the

27t July 2019
player.
On 29" of July which is on Monday, all of the practical
students in Resident Office are invited by Mr. Jeffrey
(Week 6) Jalong to attend Youth Career Programme Session

29" July 2019

1/2019. In this programme, | had learned on RIASEC

Career more details.

315t July 2019

On 31%t of July, Madam Norina given a task to assists
her during ‘Jawatankuasa Transformasi Ekonomi Luar
Bandar' (JKTELB) Meeting whereby this meeting will
start on 2.30 p.m. During the meeting, | had learned
about the flow of the meeting, the important of the
economy in rural area, and things that raised up by

other agency.

1%t August 2019

August 1% of 2019, | was asked by Madam Norina to
photocopy meeting slides of (JKTEB) that done
presented in 31% of July (Wednesday). Besides that, |
assisted Madam Terry to photocopy paperwork as

requested by her.

On Friday and Saturday, | was appointed by Madam

Sharpini together with other practical students as a




2" August 2019 - 3" August
2019

secretariat to assisting her in handling “Program
Kesedaran Advokasi dan Pendidikan Seksual Siri Il
(KAPS)” that will organized in SMK Asyakirin, Bintulu.
This programme gives a lot of benefits toward
students, parents and teachers in the school.
Therefore, it about awareness of students, parents in

preventing pregnancy of teenager.

(Week 7)
5" August 2019

On 5" August, Madam Sharpini asked me to assists
her to photocopy distribution list of ‘Notis Mesyuarat
Penyelarasan Program Randau Pembangunan Sosial
(Randau Pemansang Raban Bansa) Bahagian Bintulu
2019 Bil 2/2019. After that, | assists her to distribute
follows each of highlighted name as in the list. Next,
| also assisting Madam Terry to photocopy of meeting
sheet as asked by her. In the afternoon, Madam
Norina gives me task to fax ‘Laporan Jawatankuasa
Transformasi Ekonomi Luar Bandar (JKTELB)”

follow the distribution list.




8th August 2019 - 9t August

(AO) Junaidah asked me to assist her scanning
evaluation form of practical student. The next day,
once again (AO) Junaidah asked me to scan

evaluation form of practical student.

2019
On 12" August 2019, | had given a task to fax ‘Notis
(Week 8) Mesyuarat Penyelarasan Program Jelajah Belia
12" August 2019 Sarawak’ by Madam Sharpini in the afternoon, | had
started follow up agencies related with the meeting.
On the next day, | continue follow up agencies as
stated in the distribution list. Besides follow up, the
13t August 2019 attendance list of agencies has been recorded for

meeting purpose. At 2.30 p.m, | also had attend

meeting ‘Program Jelajah Belia Sarawak’.

14t August 2019

Today, | follow and assists Madam Siti Zubaidah to
photocopy 40 sets of ‘Notis Mesyuarat Program

Jelajah Belia Sarawak’. Therefore, | also involves in




one task which invitation letter necessary to kept in the

envelope written ‘Urusan Kerajaan'.

5t August 2019

August 15", | had assisted Madam Siti Zubaidah to fax
invitation letter of participation in Similajau National
Park, Integrity Walk, Be Clean, Be Green, Be Integrity.
Other than that, | also had assisted Noreng which is
other practical student in paper cutting task as asked

by (AO) Harun in Development Section.

16" August 2019 - 17t August
2019

August 16" and 17", as usual after fax, | asked to
follow up. So that, we will know either agencies that
involve in the Programme Integrity Walk able to

attending the meeting or unable.

(Week 9)
19t August 2019

On August 19, Madam Siti Zubaidah gives task to
photocopy, fax, create attendance list of who will
attend to the meeting in the computer. Besides that, |
assists her in compiling document in the right way and
follow up agency by asking who will attend to the

meeting.

20" August 2019

On the early morning, once again | assists Madam
Jacqualine to record the document for incoming and
outgoing file. Therefore, | had recorded the name of
agencies and officer that will attend to the ‘Tang lung
and SUKSAR’ Meeting. Besides that, | also record

agencies name that will attending Programme ‘#Shell




Selamat Sampai#'.

21%t August 2019

On August 21, | had received a task from Madam Siti
Zubaidah to fax invitation letter of 'Ketua Kampung
dan Ketua Kaum Sempena Majlis Perasmian dan Sesi
Sembang Belia Program Jelajah Belia Sarawak 2019’
once again as Jabatan Penerangan called asked for
sending back invitation letter due to they did not

receives the last page of the letter.

22" August 2019

August 22 morning, | was asked by (AO) Junaidah to
setting up the projector in the discussion room for
meeting purpose. Next, | received task from Madam
Siti Zubaidah to fax invitation letter of ‘Program Jelajah
Belia Sarawak 2019’ to the Accountant General of

Malaysia.

23 August 2019

August 23 afternoon, | asked by Pn. Siti Mariam to
submit file to Pn. Sudan in the Registry Section.
Meanwhile, | also has gained new knowledge as |
attended sharing session about Criminal Procedure
Code (Sec.117) - Remand. Next task | asked by
Madam Amila in the Development Section to sending
a letter that need to signed by Mr. Jeffery Jalong. After
that, almost 5 p.m, | received tasks from (AO) Mr.
Jeffery Jalong to photocopy 20 sheets of RIASEC Test

for his counselling purpose.

(Week 10)
26" August 2019

Management Service Section : Administration
Management / Quality Management / Human

Resource Management & Finance Section

August 26, | was assisted to Madam Sharpini in Social
Section to photocopy minute sheet. Next, | also
assisted Madam Siti Zubaidah to passing a letter to
Madam Norzi in the Registry Section. Therefore,
Madam Siti Zubaidah asked me to scanning an
invitation letter to attending “Gotong-Royong” of
Dengue Programme located at SJK Chung Hua,




Bintulu.

27" August 2019

On August 27 morning, based on what | was learned
in Social Section, | did continue follow up the important
agencies regarding with “Gotong-Royong” Programme
of Dengue disease. Hence, in the afternoon, | moved
to the Registry Section. In the Registry, | learned to
filing and compiling document from Madam Sudan. As
taught by Madam Sudan, any document before kept in
the file, it is necessary to recorded in the computer’s

data which is namely ‘incoming’ and ‘outgoing’.

28" August 2019

Today, | was assists (AO) Junaidah during the 1SO
9001: 2015 Meeting. During this meeting, | also gained
some input as | had listened to their meeting, For
example, ISO 9001: 2015 consists of the organization

management, and client’s charter.

29t August 2019 - 30" August

August 29 and 30, once again | asked to filing
documents as | had learned the right way to filing from
Madam Sudan in the Registry Section. Other than
that, Madam Sudan teach me to find a document by

2019 using the number of reference on the file and the
drawer.
(Week 11) Replacement Leave
2" September 2019 (Awal Muharram)
On August 3, | was replacing Madam Sudan to doing
her tasks to scan documents, records the incoming
3 September 2019 data, and filing sorts of document due she had attend

training for one week.

The next day, | did received incoming letter from other
agencies and then record the incoming letter into the

‘incoming’ and ‘outgoing’ file in the computer. After




4" September 2019

that, | also learned about any incoming letter that has
been stamped ‘action has been taken’ by the Deputy
of Resident need to scanned then kept in the specific

incoming file.

5t September 2019

August 5, | was joined Miss Angela from the Strategic
Planning & Project Implementation Section or known
as Development Section went to site visit at Kolej
Vokasional where there have many agencies involve
in project of expanding the car park of Kolej
Vokasional such as Director and Deputy ‘s director of
Kolej Vokasional itself, Secretary of Yb Thomas, and
Miss Angela and | as representative of Resident office,
Mr. Gelau is one of engineer from Bintulu
Development Authority (BDA) and Contractors from

the Alzia’s Company.

6" September 2019

Today, we (practical student) were invited by (AO) Mr.
Jeffery Jalong to attending Career Counselling which
is on RIASEC Career. Through this counselling
session, | had taught the way to answering an
interview questions. Next, we had briefly explain on

the important document for job application.

(Week 12)
9th September 2019

Public Holidays
(Agong’s Birthday)

10t" September 2019

September 10, | was called by Madam Sharpini to
assisted her in Social Section to distributing invitation
letter of Programme “Majlis Pecah Tanah Methanol
Plant” located at Similajau to the important agencies
and | also assisted her to distributes letters of
“Lawatan Ke Pembangunan Sekolah Daif at SK. Sg.
Tisang, Bintulu”.

On 11" Sept 2019, | was assisted Kak Dayang which
she is Secretary of Resident to entertain the customer




11" September 2019

that want to register for special marriage before meet

with Resident in his office.

12t" September 2019

12" September 2019, once again | assisted Kak
Dayang in the Administration Section on how to

converting speech of Resident from Microsoft to Pdf.

13th September 2019

Today, | received last task from Madam Sharpini
whereby she asked me to assisted her to setup the
meeting room especially in ensuring all the lamps,
LCD have been switch on. Besides that, | need to take
a pointer and remote projector from Madam Siti before
the meeting start on 10.30 a.m. In the afternoon, once
again we (practical students) were invited to came for
Career Counselling on ‘Langkah Ke Alam Pekerjaan’.
Through this session, we did mock interview by (AO)
Mr. Jeffery Jalong, Psychology Officer in Resident
Office Bintulu. So that we taught to answering few
questions that familiar asked during the interview.
Moreover, we were exposed on how to preparing
resume. Lastly, | gained a lot of knowledge and
working experiences from the Officers and Staffs in
Resident Office Bintulu.

2.3 TEAMWORK

In Resident Office Bintulu, it is necessary to do the job in group due we had

handled many task so we need to divided ourselves into grouping and solved the
tasks by assisted each other. By doing so, it makes our task become easy and faster

to solved because we work in a team.

Throughout the training, all the administrative officer interacted with
colleagues of various section. Besides working with permanent staffs, the
administrative officer also sometimes, assisted support staff in coordinating the works
that been given by them to fellow trainees in the section. The administrative officer,

keep update with the work progress with the project beside completing his or her own
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task. The administrative officer also kept the team members updated with every single

update from the staffs.

As a trainee, the administrative officer was subjected to a team consists of
highly experienced workers and frequently play as a part of a team. In any working
places, the administrative officer believes that teamwork is a must in order to

complete any tasks efficiently.

Figure 2.3: Teamwork

2.4 DECISION MAKING

In any organization must have this kind of method before choosing an
alternative. So that, decision making process is important among the staff. Before
making decisions all alternatives should be evaluated from which advantages and

disadvantages are known.

On my first week practical, | was placed in the Strategic Planning & Project
Implementation Section. A week after | undergo practical training, there was “Gawai
Raya” event organized in Bintulu Resident Office during my internship. The staff have
manage to build booth competition between departments/sections together with the
District Office. So, the staffs in this section plan to create a decoration for booth of
Strategic Planning & Project Implementation Section and | took this opportunity to
contributes some sort of ideas to do decoration on our booth for “Gawai Raya”
ceremony which is using “Pokok Pisang” to beautify our booth as it combination of

“‘Gawai” and “Raya”.
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Figure 2.4: Decision Making

Next is when | received many task from the Administrative Officer in Social
Planning and Development Section, | decided to divide it into two which are urgent
task and important. Besides that, | will prioritizing the task that urgent first then | did

continue with another important task.

2.5 SOCIETY/ORGANIZATION

Society can be defined as a large of group of people who live together in an
organized way, making decisions about how to do things and sharing the work that
need to be done. In order to completing a job, we need a large group of people to

cooperate in achieving an objective of the organization.

In Social section, | was appointed by (AO) Madam Sharpini binti Daud in
Social Planning and Development Section to assists her during Kesedaran Advokasi
Pendidikan Sosial (KAPS) Programme that conducted in SMK Bandar Bintulu and
Session Il of KAPS Programme conducted in Smk Asyakirin, Bintulu. This time |
socialize myself with teacher and students in that school. Other than that, | also
assists another agencies that involved in this Programme such as IPD Bintulu, Klinik
Kesihatan Bintulu, LPPKN and so on especially takes their attendance, distributing

them pack food, arranging their table.
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As a conclusion, socialize gives us more benefits, because if we socialize with
other people we can open up our mind to listens others’ opinion by not only looking
our own opinion and we also will gains various of ideas from other people. Other than
that, through socialize we are able to do our task with much easier because we work
in a team, so in team we cooperate and assists each other to completing and solves

all the task that given.
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CHAPTER 3
RECOMMENDATION / PROBLEM / PROBLEM SOLVING / CONCLUSION

3.1 RECOMMENDATION

| was completed my industrial training in period of three (3) months in the
Resident Office Bintulu. As what | had observed throughout this three months, | would
like to recommend is one or two staffs must be ready in the office during other staffs
attend to their training they should make sure there are some staffs to handling the
office to assisted in one section at least. So that public will easy to dealings with
although at that time almost in one section all staffs that working in that section

attends to their training.

3.2 PROBLEMS

Throughout the industrial training, | have faced some problems such as no
introduction by the staffs in every sections. On the first day of my industrial training |

did not introduced by the officers to the other staffs in the workplace.

Secondly, they did not briefing about the organization. As an example, they
should bringing me or other practical students to explore the surrounding of the
organization such as shows us where is the pantry, toilets that will be used, meeting

room and so on.

Thirdly, during practical training we have seen something unprofessional
attitudes between staffs has happened in front of us (practical students) and client
that coincidentally has been there during that time. Actually, it was happened because
of other Administrative Assistant angry towards her staff due he leave without a
proper reason. | recognize it as an unprofessional attitudes because she mad at her

staff during we entertained the client in the office.

Lastly, gossiping towards other staffs are also happened in workplace. During
undergo my practical training | and other practical students influenced by the staff that
always gossiping about the weaknesses of the other staff that under her. Hence, we
as a practical students looking it as a negative because it lead other turn to the
negative person because always judging and gossiping about the people that working

under and above her.
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3.3 PROBLEMS SOLVING

To overcome these kinds of problems, | have come out with the solutions

towards the problems that | had faced throughout this three (3) months. There are:

First, in order to make people knows us we must know to wins their heart,
socialize with them and being friendly with the staffs regardless their religion, race,

position, and scale in the workplace.

Next, they should bringing me or other practical students to explore the
surrounding of the organization at least show us where is the pantry, toilets that will be

used, meeting room and other section.

Therefore, to being a professional officer, she should mad him in her own
office, but not in front of us and client because it will affects the image of the person

itself.

Lastly, avoid from gossiping and judging people because it will bringing to
negativity. From negative thoughts it will affect the organization too because negative
person may lead to demotivated of the worker, when the worker become demotivated
it leads to the unproductive worker and productivity of the organization turn to

decrease.
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3.4 CONCLUSION

As a conclusion, there were many things that | have experienced and learned
during three (3) months of my industrial training at Resident Office Bintulu. Honestly,
the whole training period was very interesting, instructive and challenging. Through
this training | was able to gain new insight and more comprehensive understanding
about the real working condition and practice. Be an internee in Resident Office
Bintulu has also provided me with the opportunities to develop and improve my soft
skills. All this valuable experience and knowledge that | have gained not only acquired
through the direct involvement in the task given to me but also from other aspect of
training such as work observation, interaction with colleagues, superior and others
party that related to Resident Office Bintulu. As a result of the training, now | am more

confident to be in the employment world and build my future career.
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APPENDIXES

17" July till 18"  July 2019 - Programme “Kesedaran Advokasi Pendidikan
Seksual” (KAPS) Session | conducted in SMK Bandar, Bintulu

Figure 2.0: Programme “Kesedaran Advokasi Pendidikan Seksual” (KAPS) Session |

Assisting (Administrative Officer) Madam Sharpini Binti Daud during Programme
“Kesedaran Advokasi Pendidikan Seksual” (KAPS) session | in SMK Bandar,

Bintulu
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Figure 2.1: Kementerian Pembangunan Wanita, Keluarga dan Masyarakat conduct a
survey

| assisted respondents to fulfill the survey conducted by (Kementerian Pembangunan
Wanita, Keluarga dan Masyarakat)

2" Aug till 3 Aug 2019 - Programme “Kesedaran Advokasi Pendidikan
Seksual” (KAPS) Session Il in Smk Asyakirin, Bintulu

Figure 2.3: Programme “Kesedaran Advokasi Pendidikan Seksual” (KAPS) Session Il
in Smk Asyakirin, Bintulu

| was appointed as a secretariat during Programme “Kesedaran Advokasi Pendidikan
Seksual” (KAPS) Session Il in Smk Asyakirin that conducted by Pejabat Residen
Bahagian Bintulu collaborate with Majlis Pembangunan Sosial. (In picture from left:
Officer from Majlis Pembangunan Sosial, me, Principle of Smk Asyakirin, Madam
Norina (Administrative Officer) of Resident Office Bintulu, Beatrice which is practical
student from UNIMAS)

5 Sept 2019 - Site visiting of car park in Kolej Vokasional, Bintulu
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Figure 2.4: Site visiting of car park in Kolej Vokasional, Bintulu

Miss Angela (Administrative Assistant) from Strategic Planning and Development
Section and | were representing Resident Office Bintulu where we visiting car park of
Kolej Vokasional that in planning to be constructed soon together with Mr. Gelau
which is engineer from Bintulu Development Authority (BDA), Contractors, Secretary

of YB Thomas, Director and lecturers of Kolej Vokasional.

Figure 2.5: Prepares incentives for the orphanage that invited to “Gawai Raya”

ceremony and decoration of booth

Assisted Madam Siti Mariam to prepares incentives for the orphanage that invited to

“Gawai Raya” ceremony and decoration of booth.

Figure 2.6: “Gawai Raya” Ceremony together with Resident Office Bintulu Staffs

“‘Gawai Raya” Ceremony together with Resident Office Bintulu Staffs from Strategic

Planning Section & Project Implementation Section.
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Figure 2.7: Compiling documents

Compiled all the minutes sheets into the file that has been categorized as asked by

Madam Amila from Strategic Planning Section & Project Implementation Section

Figure 2.8: Sharing session about Criminal Procedure Code (Sec.117) - Remand

| attended sharing session about Criminal Procedure Code (Sec.117) - Remand that
conducted by (Administrative Assistant) Mohd Yelsop Bin Lee also known as
Magistrate in his position.
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Figure 2.9: Programme ‘Sembang Santai Kerjaya Belia Siri 1/2019 & 2/2019

Attended Programme ‘Sembang Santai Kerjaya Belia Siri 1/2019 & 2/2019

We (practical students) were attended to came for Career Counselling on ‘Langkah
Ke Alam Pekerjaan’. Through this session, we did mock interview by (AO) Mr. Jeffery
Jalong, Psychology Officer in Resident Office Bintulu. So that we taught to answering
few questions that familiar asked during the interview. Moreover, we were exposed on

how to preparing a resume.
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KERTAS MINIT
MINUTE SHEET

Cik Cynthia Tida
Cik Noreng Bit
Cik Imeida Imboi

CiR Puan,

LANTIKAN BERTUGAS SEBAGAI URUSETIA SEMPENA PROGRAM INTERVENSI
SOSIAL: KESEDARAN DAN ADVOKASI PENDIDIKAN SEKSUAL (KAPS)
BAHAGIAN BINTULU SIRI 1/2019 DI SMK BANDAR BINTULU

Dengan segala hormatnya saya merujuk perkara di atas.

2. Sukacita dimaklumkan bahawa program tersebut di atas akan diadakan pada
ketetapan seperti butiran berikut:

Tarikh : 17 & 18 Julai 2019 (Rabu & Khamis)
Masa : 7.00 pagi — 5.00 petang
Tempat : SMK Bandar, Bintulu
3. Sehubungan itu, Cik Puan dilantik sebagai urusetia program tersebut. Dilampirkan

bersama ini Tentatif Aturcara Program untuk rujukan Cik Puan selanjutnya.
4. Perhatian dan kerjasama Cik Puan amatlah dihargai.
Sekian terima kasih.

" BERSATU BERUSAHA BERBAKTI”
"AN HONOUR TO SERVE ”

~

(SAARPINI BINTI DAUD)

b.p Residen Bahagian Bintulu

Rujukan  : PRB/4/$00-i1/2 TiD6C54)
Tarikh : 16 Julai 2019



r( ATURCARA MAJLIS PERASMIAN ?
SEMPENA
PROGRAM INTERVENSI SOSIAL:
KESEDARAN & ADVOKASI PENDIDIKAN SEKSUAL
BAHAGIAN BINTULU SIRI 1/ 2019

| pada 17 JULAI 2019 (RABU), JAM 11,00 PAGI
bertempat di SMX BANDAR BINTULU

ANJURAN
Majlis Pembangunan Sosial Sarawak,
Kementerian Kebajikan, Kesejahteraan Komuniti,Wanita,
Keluarga dan Pembangunan Kanak-Kanak
&
Pejabat Residen Bahagian Bintulu

DENGAN KERJASAMA
Pejabat Kesihatan Bahagian Bintulu, Pejabat Pendidikan Daerah Bintulu, Pejabat
Kebajikan Masyarakat Bahagian Bintulu, Polis DiRaja Malaysia, Hospital Bintulu, Pusat
Koreksional Bahagian Bintulu, Pejabat Agama Islam Bahagian Bintulu, LPPKN, AADK,
SKMM, HIKMAH, Persatuan Gereja Bahagian Bintuiu & SMK Bandar Bintulu

[MASA ATURCARA
10.30 pagi Ketibaan Jemputan
11.00 pagi | Ketibaan Yang Berhormat Encik Majang Renggj,

Ahli Dewan Undangan Negeri (ADUN) N.70 Samalaju

Lawatan ke pameran

Nyanyian Lagu Negaraku dan Ibu Pertiwiku

Nyanyian Lagu Tema Program Intervensi Sosial

Bacaan Doa

Ucapan alu-aluan oleh Pengetua SMK Bandar Bintulu |

Ucapan Perasmian oleh Yang Berhormat Encik Majang Renggj, |

Ahli Dewan Undangan Negeri (ADUN) N.70 Samalaju |

Penyampaian cenderamata dan sijil penghargaan "

Sesi tepuk penghargaan daripada para peserta Program Intervensi Sosial ,

| Sesi bergambar kenangan

Jamuan Makan Tengahari |

'12.00 tengahari Majlis Selesai |

Pakaian: Kerja/Batik ~)é
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Sila lihat senarai agihan;
Puan,
LANTIKAN BERTUGAS SEBAGAI URUSETIA SEMPENA PROGRAM INTERVENSI

SOSIAL: KESEDARAN DAN ADVOKASI PENDIDIKAN SEKSUAL (KAPS)
BAHAGIAN BINTULU SIRI 2/2019 DI SMK ASYAKIRIN

Dengan segala hormatnya saya merujuk perkara di atas.

2. Sukacita dimaklumkan bahawa program tersebut di atas akan diadakan pada
ketetapan seperti butiran berikut:

Tarikh : 2 & 3 Ogos 2019 (Jumaat & Sabtu)
Masa : 7.00 pagi — 5.30 petang
Tempat : SMK Asyakirin
3. Sehubungan itu, Puan dilantik sebagai urusetia program berdasarkan Jadual

Bertugas seperti yang dilampirkan. Dilampirkan juga bersama ini Tentatif Aturcara
Program untuk rujukan selanjutnya.

4, Perhatian dan kerjasama amatlah dihargai.
Sekian terima kasinh.

“ BERSATU BERUSAHA BERBAKTI ”
"AN HONQUR TO SERVE ~

(SHARPINI BINTIDAUD)
b.p Residen Bahagian Bintulu

Rujukan : PRB/4/s00-i1/x LD T (5D
Tarikh : 1 Ogos 2019



JADUAL PROGRAM INTERVENSI SOSIAL: KESEDARAN DAN ADVOKASI
PENDIDIKAN SEKSUAL (KAPS) PERINGKAT BAHAGIAN BINTULU TAHUN 2019

(SIRI 2/2019) DI SMK ASSYAKIRIN
2 — 3 0GOS 2019 (JUMAAT - SABTU)

HARI PERTAMA: 2 0GOS 2019 (JUMAAT)

MASA

PERKARA

7.00 am — 8.30 am

Minum pagi

Pendaftaran Pelajar - Guru SMK Assyakirin

| Taklimat dari Ketua Fasilitator - Guru Kaunselor SMK Assyakirin

Kajian Pre-Test untuk pelajar

2z

) Sesi1: //
8.30 am - 9.30 am Abstinence To Sex : "I am in controf' — LPPKN, Sarawak v
Sesi 2:

0.30 am - 10.00 am

/

Penyakit Kelamin Berjangkit (STIs/HIV/AIDS) — Pejabat Kesihatan
Bahagian Bintulu

10.00 am - 10.30
am

Sesi 3: ’

10.30 am - 11.00
am

11.00 am - 11.30
am

Implikasi Kesihatan dan Pencegahan Kehamilan Remaja — Hospital / ‘
Bintulu v o _
Sesi 4: // !
Kesihatan Mental dan Remaja — Hospital Bintulu v/ .
Sesi 5: /]

Ceramah Perundangan Dan Pengaruh Internet Dalam Pendidikan Seks
PDRM Daerah Bintulu

p
| —
I

11.30 pm — 2.00 pm

Rehat / Makan Tengah Hari / Solat Jumaat

.00 pm - 3.00 pm

Sesi 6: e
Kesan Penyalahgunaan Dadah & Substance terhadap Salah Laku Seksual —
Agensi Antidadah Kebangsaan, Bintulu iy

3.00 pm — 3.30 pm

| Sesi 7:

Perkongsian daripada Pembimbing Rakan Sebaya (PRS) — AADK Bintulu L

3.30 pm — 4.00 pm

Sesi 8:
Hukuman Dan Kehidupan Dalam Penjara Akibat Kesalahan Seksual Dan/ -
Jenayah - Jabatan Penjara Malaysia, Sarawak o

1.00 pm — 4.30 pm

Rehat/Minum Petang

.30 pm — 5.00 pm

Sesi 9:

Penerapan Nilai Murni/ Moral/ Keagamaan Dalam Pendidikan Seksual
a) Pelajar Islam - Pejabat Agama Islam Bahagian Bintulu

b) Pelajar Bukan Islam - Persatuan Gereja-Gereja Sarawak,
Cawangan Bintulu

/

.00 pm — 5.30 pm

Sesi 10:

Pengaruh Internet dalam Salah Laku Seksual Remaja -
SKMM Cawangan Bintulu

.30 pm

Bersurai




MINIT MESYUARAT

PERBINCANGAN BERKENAAN PERTANGAN PETANQUE ANTARA
KAKITANGAN PEJABAT RESIDEN & DAERAH (RANDO) DAN KETUA
MASYARAKAT KETUA KAUM (KMKK) BAHAGIAN BINTULU

TARIKH : 8 JULAI 2019 (Isnin)

MASA :2.30 PETANG

TEMPAT : BILIK PERBINCANGAN TINGKAT [,
PEJABAT RESIDEN BAHAGIAN BINTULU

HADIR:-

Sit1 Zubaidah Binti Putra
Norinawati Binti Ibrahim
Awang Omar Bin Mohamad Chee
Norhasinah Binti Hassan

Abu Bakar Bin Mohd Noor

Zulkapli Bin Hipni

1.0 Saudara Awang Omar selaku AJK Sukan menerangkan bahawa Pertandingan Sukan
Petanque antara kakitangan Pejabat Residen & Daerah dan KMKXK Bahagian Bintulu
akan diadakan pada 27 Julai 2019 (Sabtu) bertempat di Arena Petanque MAKSAK.

2.0 Beliau menerangkan objektif utama pertandingan ini diadakan adalah untuk
mengeratkan silaturrahim dalam kalangan kakitangan RANDO dan KMKK sendiri.
Selain itu, dapat membina, memupuk dan melahirkan masyarakat yang kuat fizikal dan

jati diri serta dapat mewujudkan sikap daya saing.

30 Hal-hal Lain:-

3.1 Borang Penyertaan

Saudara Awang Omar memohon supaya borang penyertaan dikeluarkan selewat-
lewatnya pada 9 Julai 2019 (Selasa).

Tindakan: Setiausaha

32 Time-based planning

! NO. ' PERKARA TARIKH CATATAN /
| TINDAKAN
| 1 | Mesyuarat kedua bersama | 12/07/2019 Setiausaha
KMKK mengeluarkan  surat
| jemputan
2 | Gotong Royong ~, | 15/07/2019 |
3 | Tarikh Tutup Penyertaan  _+| 25/07/2019 |
4 | Cabut Undi _ % 26/07/2019 | {
5 | Pertandingan Petanque 27/07/2019 |




PEJABAT RESIDEN BAHAGIAN BINTULU
TINGKAT 1, WISMA RESIDEN,

JALAN PISANG KELING,

OFF JALAN TUN RAZAK,

97000 BINTULU, SARAWAK.
Telefon Am: 086-331896  Faks: 086-337043/312398
Laman Web Rasmi: www.bintulu.sarawak.gov.my

Rujukan Tuan
Rujukan Kami : PRB/E/500-4/5
Tarikh . 25/7/2019

Kepada: SILA LIHAT SENARAI AGIHAN

PROGRAM SEMBANG SANTAI KERJAYA BELIA SIRI 1/2019

Dengan segala hormatnya perkara di atas dirujuk.

2. Sukacita dimaklumkan, Unit Khidmat Bimbingan Kaunseling & Psikologi Pejabat
Residen Bahagian Bintulu menjemput tuan/puan hadir ke sesi sembang santai kerjaya
belia siri 1/2019 seperti berikut:

Tarikh : 29/7/2019 (Isnin)
Masa : 9.30 pagi
tempat : Bilik Khidmat Kaunseling & Psikologi (Aras 3, Sri Bintulu)

Pejabat Residen Bahagian Bintulu
4. Antara objektif program sembang santai ini adalah untuk mengenalpasti ciri
personaliti dan jenis kerjaya yang sesuai atau diminati oleh belia dalam kehidupan
berkerjaya mereka di masa hadapan.
5. Kehadiran tuan/puan, amat dialu-alukan dan didahului dengan ucapan berbanyak
terima kasih.

Sekian, terima kasih.

“ BERSATU BERUSAHA BERBAKT]I “
“AN HONOUR TO SERVE “

b.p. Residen Bahagian Bintulu


http://www.bintulu.sarawak.gov.my

PEJABAT RESIDEN BAHAGIAN BINTULU
TINGKAT 1, WISMA RESIDEN,

JALAN PISANG KELING,

OFF JALAN TUN RAZAK,

97000 BINTULU, SARAWAK.
Telefon Am: 086-331896  Faks: 086-337043/312398
Laman Web Rasmi: www.bintulu.sarawak.gov.my

SENARAI AGIHAN:

1.

2.

Afifah Tohirah binti Jabri (980306-13-6426)
Beatrice Unie Ak. Robert (971113-13-5078)
Cynthia Tida Vang Layu (970620-13-6222)
Imelda Imboi Ak. Ungon (960714-13-5934)
Joyce Emily Ak. James (970206-13-5582)
Noreng Bit (960802-13-6494)

Nur El Huda binti Abdul Razak (980122-13-6472)


http://www.bintulu.sarawak.gov.my

LAMPIRAN A

TENTATIF ATURCARA PROGRAM JELAJAH BELIA SARAWAK 2019

SABTU (24 0GOS 2019)
DEWAN SUARAH BINTULU

MASA AKTIVITI

7.30 — 8.30 pagi : Pendaftaran Peserta

3.30 — 9.00 pagi : Penerangan Program

).00 — 10.00 pagi : Sesi Ice Breaking ( Salam Silaturahim )

10.00 pagi —12.30 t/hari : Sesi Motivasi Bersama Ikon Belia Sarawak
12.30 t/hari - 2.00 ptg : Makan tengah hari/Rehat/Solat

MAJLIS PERASMIAN PROGRAM JELAJAH BELIA SARAWAK 2019 (JEPAK, BINTULU)

MASA ATURCARA
2.00 petang : Ketibaan Tetamu Jemputan
2.30 petang : Ketibaan YB Datuk Haji Talib Zulpilip, Menteri di Jabatan Ketua
Menteri (Integriti dan Ombudsman) merangkap ADUN N.67 Jepak
: Nyanyian Lagu Negaraku & Ibu Pertiwiku
: Persembahan Selamat Datang
: Bacaan Doa
: Ucapan Aluan oleh Kementerian Pelancongan, Kesenian,
Kebudayaan, Belia dan Sukan Sarawak
: Amanat daripada YB Datuk Haji Talib Zulpilip, Menteri di Jabatan
Ketua Menteri (Integriti dan Ombudsman) merangkap ADUN N.67
Jepak
: Sesi Sembang Belia Bersama YB ADUN #Belia... Apa Kata Kitak
: Q & A daripada Belia/ Rumusan
: Cabutan Bertuah
. Sesi bergambar/ Selfie
5.00 petang : Jamuan Ringan dan Bersurai

8.00 malam : Malam Persembahan Kebudayaan Jelajah Belia Sarawak



G.20
(Rev.8/64)

KERTAS MINIT
Minute Sheet

Sila lihat senarai agihan

Tuan/ Puan,

JEMPUTAN MENGHADIRI SESI PERKONGSIAN MENGENAI CRIMINAL
PROCEDURE CODE (SEC. 117) — TAHANAN REMAN

Dengan hormatnya, perkara di atas dirujuk.

2. Sukacita dimaklumkan bahawa tuan/ puan seperti nama di senarai agihan
dijemput untuk hadir ke Sesi Perkongsian mengenai Criminal Procedure Code (Sec.

117)yang akan diadakan pada ketetapan berikut :

Tarikh : 23 Ogos 2019 (Jumaat)
Masa : 2.15 petang
Tempat : Bilik Mesyuarat BSC
3. Sesi perkongsian ini dijalankan bertujuan untuk memberi pendedahan kepada

pegawai baru dan pegawai sedia ada serta yang mempunyai kuasa Majistret tentang
bagaimana proses berkaitan tahanan reman dijalankan. Mohon kerjasama Ketua
Jabatan/ Penyelia untuk memberi pelepasan kepada pegawai-pegawai berkenaan

untuk hadir ke sesi perkongsian berkenaan.

4. Kehadiran dan kerjasama pihak tuan/ puan amatlah dihargai.

Sekian, terima kasih.

"BERSATU BERUSAHA BERBAKTI"
"AN HONOUR TO SERVE”

-t~

(JACK AMAN LUAT)
Residen Bahagian Bintulu

Rujukan . PRB/E/500-4/2 Jid. 13 ( 3%)
Tarikh : 21 Ogos 2019



KERAJAAN NEGERI SARAWAK
BAUCAR BAYARAN

TAHUN KEWANGAN 2018

|

)ATA PERAKAUNAN
enterian/Jabatan: Administration (Bintulu Division). Bintulu |
N L . ! - |
Stes_en |! _NC,)_ Ba.ui:a_r Jabatan Il Tarixh Baucar J'._ Jenis*® ‘ Tar;ke?a?;‘;??;:i:;:rada ‘
Bintulu | 2400069/18/04/00685 | 01/11/2018 | ] AP96(a) DAPSB(a) |' I
B Kod Akaun | Amaun i
. | Pusat Tanggungjawab | Program | Objek RM [ Sen |
I 2400000 I 01050000 21302 ! 424{’ 00 |
' | (—
| | | .
| | ! ’ .l
| | | | |
| | | |
| |
_ I = | I| } Jl
Jumlah Bersih | 424] 00 |

{Dalam Per@(ata_an): Rirggit Malaysia Empat Ratus Dua Puluh Empat Sakra;j

|
!

No. K.P.: 863797X

(LUMAT PENERIMA
Kenbest Sdn Bhd

A

|1'\lo Perdaftaran Parniagaan:No. Pendaftaran)

[No Faks: 082281889 }

CITADINES UPLANDS KUCHING - 55 Jalan Simpang Tiga. Kenyalang Park. 93300 Kuching Sarawak

!
INo. Akaun Bank:

=mel: enquiry‘kuching@the-ascottfbom

8008325249/
|

an Alamat Bank: CIMB Bank Berhad. 2691, Biok 10. KCLD/ 3rd Mile. Rock Road. 93250 Kuching.
/ 4

|

R-BUTIR CAN PENGESAHAN PEMBAVARAN -
7

' tempahan penginapan hotal utk TR/N52 En—ﬂﬁssain-i Hakim.pd malam 23-24/10/2018 Semasa menghadin mesyuarat di Kuching. i
|

L
Fesanan/Kebenaran g Invois Pemtekal '
arikh 'I No. Rujuk |t | No. Rujuk ' Ariur ]
.' 0. Rujukan } aJrJl,m | 0. Rujukan ’ =Ty [ Sen ]J
0/2018 {2400069/18/00711 | 25/10/2018  [139467 |' 424 0C I
i | a4 |
[ r
| | [ |
[ Z _/ # |' |
| I el .
_ f | | | |
' |Pengesahan Pemegang Waran: J
Saya mengesankan banawa pembayaran ini adaiah mengikut prosedurkontrak dan |
— ) | tidak akan melebihi jumiah yang telah diperuntukan kecada sava |
Disedia Oleh: ] | Diperiksa-&4eh: (A.P.99 dipatuhi) | Dibenarkan Qleh: (A.P.102 dipatuhi) |
| | [ /- e
| . ~ ' (4
N - i ,-L iz / LG L
\,L\' I N \D M J
o \ | )
Mohammad Yelsop Bin Lee }

Morris ak Utom

|
|
| [
!

|

L]
| Jerry Ris ak Kiai
|
Pembantu Tacbir (Kewangan) W19 | Pembantu Tadbir(W22) ‘ Penolong Pegawai Tadbir / N32
SAN PEMBAYARAN (UNTUK KEGUNAAN PERBENDAHARAAN SAHAJA) l
Disemak Oleh: Dilulus Cleh: | Oiterima Oleh:
(Tanagaiangan Dap Tarkr!
| | |
' No. Cek/EFT:
| |
n [/] pada yang berkenaan) |
f

okongan Yang Dikepilkan Bersama (Sila tandaka!

| Turtutan Elaun Perafaran
I

1.2013)

Lam-lain Dokumen 3okcrgan 'sifa nyatakan )

(172013 {Tumutan Kilometeran

1.2643: | Permcneran Parcaruiuan
(1.2013 3crarg Tuntutar 2ayarar Baiik

Kit20'3) 13erarg Papgasaran 3utiran K;rz_rak 3agr Pemeavaran Segutharya, Tarder |
5203 Serarg - aran

2



KERAJAAN NEGERI SARAWAK
PESANAN BARANGANPERKHIDMATAN

No, Ruajukan:

T. 301

2400069/18/00711

Pentadbiran (Bahagian Bintulu)

la = Kenbest Sdn Bhd
CITADINES UPLANDS KUCHING - 55, Jalan Simpang Tiga. Alamat:  Ibu Pejabat
Kenyalang Park, Bintulu
93300 Kuching. Sarawak S
2kalkan Barangan / Perkhidmatan Berikut: J
N Butiran ‘ P I Kuantiti [ Unit Harga Seunit (RM) I Amaun (RM) l
Penginapan hotel untuk Tim. ResidemWami Hakim pada 23-26/10/18 3.00 malam 212.00 636.00
semasa menghadiri mesyuarat di Kughing.
/‘/
/ )
( i
\—c; —"///f/// f/‘
~ f
//' L ~ \\\
L <N\
e P N
,'/’ ' ]
’,/ //,' /‘,
N ':4’—/’“‘
A .
S
s s
|
Jumiah | 636.00
h (Pemegang Waran) 1 Akuan Terimaan

Saya mengesahkan bahawa barangan/perkhidmatan seperti di

atas yang telah diterima adalah tepat dan

memuaskan

mﬂ< y ¢ Tardatargan : .
1% T—

Viohammad Yazisco 3in L2e Nama i k SRS S O FARVN PR
Sarciore 2aciad Tgcbr V)2 Jawaan ™ ~ = -~
Parciorg Pacasa Tadtr 32 20313 REINS \l'_,‘ \ Mox o\ b
224342013 L 2y \O =3 15




MINIT MESYUARAT

PERBINCANGAN BERKENAAN PERTANGAN PETANQUE ANTARA
KAKITANGAN PEJABAT RESIDEN & DAERAH (RANDO) DAN KETUA
MASYARAKAT KETUA KAUM (KMKK) BAHAGIAN BINTULU

TARIKH : 8 JULAI 2019 (Isnin)

MASA : 230 PETANG

TEMPAT : BILIK PERBINCANGAN TINGKAT I,
PEJABAT RESIDEN BAHAGIAN BINTULU

HADIR:-

1. Siti Zubaidah Binti Putra
2. Norinawati Binti Ibrahim
3. Awang Omar Bin Mohamad Chee
4. Norhasinah Binti Hassan

Abu Bakar Bin Mohd Noor

(o]

Zulkapli Bin Hipni

S

1.0 Saudara Awang Omar selaku AJK Sukan menerangkan bahawa Pertandingan Sukan
Petanque antara kakitangan Pejabat Residen & Daerah dan KMKK Bahagian Bintulu
akan diadakan pada 27 Jula1 2019 (Sabtu) bertempat di Arena Petanque MAKSAK.

2.0 Beliau menerangkan objektif utama pertandingan ini diadakan adalah untuk
mengeratkan silaturrahim dalam kalangan kakitangan RANDO dan KMKK sendiri.
Selain itu, dapat membina, memupuk dan melahirkan masyarakat yang kuat fizikal dan

jati diri serta dapat mewujudkan sikap daya saing.
3.0 Hal-hal Lain:-

3.1 Borang Penyertaan

Saudara Awang Omar memohon supaya borang penyertaan dikeluarkan selewat-
lewatnya pada 9 Julai 2019 (Selasa).

Tindakan: Setiausaha

32 Time-based planning
' NO. | PERKARA | TARIKH CATATAN /|
| TINDAKAN |
1 | Mesyuarat kedua bersama | 12/07/2019 Setiausaha
| KMKK mengeluarkan  surat
| jemputan ,-
2 | Gotong Royong ~, | 15/07/2019 | J
| 3 | Tarikh Tutup Penyertaan __+| 25/07/2019 r 1
| 4 | Cabut Undi _,%26/07/2019 | |
| 5 | Pertandingan Petanque 27/07/2019 | ]




10.

11.

Student’s Name . ITNELDA IMBOI ANAK UNGON

Date & Place of Birth : '& JULY 1996 [ HOSPITAL BAHAGIAN MIRI

UiTM I/C No. ' 20171534381

Course . BACHELOR GF ADMINISTRATIVE SCIENCE CHONS )
. Year . 2019 Part °

Home Address . SUBLOT NO-3i4 , LOT 583,R-P-R SUNGAI PLAN,

TALAN TANSUNG KIDURONG , 91000 BINTULU . SARAWAK

. Address During Practical Training : TINGKAT |, WiSMA RESIDEN, JALAN PISANG

KELING , OFF TJALAN TUN RAZAK, 97000 &INTULL
SARAWAK

. Place of Training . BINTULU RESIDENT COFFICE

. Name of Supervisor In-Charge  ; JUNAIDA# BINTI JEMAIN, TEFFRY JALONG,

SHARPINI BINTI DAUD , SAIRILBAHRY

Duration of Tralning
from: 24 JUNE 2019 To: |3 SEPTEMBER 20i9

FOR OFFICE USE ONLY :

Remarks : [Dean / Course Tutor]

th ;U\vst\/{* .




Date

Exact Nature Of Work Done

Supervisors
Remarks

2406[19

(week |

Fivsi day of my Inteynsnip,
)| had peen piaced in ihe Sechon Of development

undev Mv.Jeffrey Jaleng . la this section, i

asked by miss Amda o obtain file from

Madam Sudan in the adminSivatom Sechom.

\

Thevefeve | m the affevncon we had

‘ejabat Reside

PEFFREY [JALONG |
Pogawv;ﬁblt-m.u)_.

Jahagian Bint

=
—

diccyssed doout Cuv UpomNg €vet fhat

e

will ovganised by guv development Sechn

on+his Fuday- I also contouted and

3 naikoel

Shaved my 1dea o them ag a team N

how fo avvange the accessoves fov an

Upcoming euent which is “Raman Taman”

Cevemony that will iRugives many pecple

Such aS Tatay and Seipaun distict and

efC-

25(061iq

Second day of ntevasmip,

i asked by Madam Syiwiq fvom the Sechan

of deveiopment 1o Cbt@in offiCev 'S Signatuve

from My- Jeffrey Jaleng veqavding the

]
l}

=

Meenng with the Heqd of Depaviment reiated

1o the Sevuice of officev © pracement

masiev of Science Ccaunseding) UNINAS in

J
P

CONG™
i-Ta

Kaching -

2ejabat Resi

oM}

lahagian Bin

Next, | and othew prachcal Students assist

5k[n

Ny -Imvan in prepaving accessones that uil

naldgre !

¢}

used fov “Ramah Tamah” [ Gawar Raya”

event o this 2¢ of June 2019 (Fiday)

26/0€/19

June 2¢*, |

them ) propaniy and decovate bovth fov

contabured my [deas and enexgy to

Gawai Raya” Instead of decate booth,

Banang Tree as the theme fev an event 1§
“Gawa Raya”,

[ also had aseisted miss Angela +o beauhfying

u

ulu



Date

Exact Nature Of Work Done

Supervisors
Remarks

| asssted Madam S In_prepaving incentive

27/06[19

that 'will distnbuted fov “Gawar Raya”

event ancl | aiso heips miss Mita o

hand ovev fovm fo My Jeffvey Jalong-

Besides that, | asSist othev pracncal

A

Studentfvom the Admipishanon Secai +g

r\\

hand ovev two letewsthat need+p

Signed by Mr Jeffrey - Tnevefdve, i nad

A\

G
Pegawai-Tagbir {1

gamed new knowledge fiom My-Jeffvefejab

at Residen Bar:; .. . Bihty|

on the RIASEC Caveeve Develop Ment

SULh QS veaushc, investigahye , avtishC, soual,

entevprising and convenhonal (ith pracscal

stugents fvem UNIMAS-

28(06[19

The next day, 1@sSist Miss Angelq to

photocopy a few iettev« On e sqme $mo, |

| teavat o0 how to uding puntng machine

N‘ ~

that provided by the cvganisation vevy

well- Aftev fnat, | neips Mv- Jeffiey 1o

YN A

sending his jetHer 1o MadamSth RANDC in

Fo W ldine

the So¢ial Transfovmanm Sechn - Theq, |

JEFFREY JALCN

Pegawsai—Fadti——
help him to_photocopy thvee pages oOf  Hejabat Residen Ba-. .

ierte as ne vequested-Next task is [ helpedf

Mv-imvan_ I wrote ‘m1’ wavdieg v boon

4

pooking of “Gowas Rayq” event. Today we

had caned  fo anSwenng the qyestionnaives

asa vespmdent v Kesejahtevaan Sesial

Negewm Savawdk in themeenng voem Hdt

Conducted by them about a sfudy o well -being

of the cihzeas -BeSides that , [ also assists

Dv-intan which one ¢f veprecentahue figm

ma(hS fembanguian Sesial and Madam  Amaing

one of &ntulu Resicent office staff tofind

dnother vespogden as it vequives 40 vospevidedts




Date

Exact Nature Of Work Done

Supervisors
Remarks

10 answenng e questionaaive that distabuted

)

by them - trence , | helpea hev in takng Picuves

using hev gwn hand phones asked ey Dv-tatan,

vexi, Inelped them in welcoming and Sevve

1\

guest that comipg fo the meetng voom.

(TSBIV\MJZ\AA.

JEFFREY JALON

J

NG

Bir

YT)tg | on €1 Suly of 209 , | had [€Gvint on how fo o,;ab:f Rga::;:fgb;lf (N.44)
Cw ek faxs invitatien lettev of Bintuly divis 0N ahaglam inty
Dequopmenf Commitee meetng C0oC) include
with distebuhon het tatwill dichioutee o ,% ;
Hhe vepvesentative ov member of otev agency-| \ B
Thevefae, the distbuhon aiso attached wih 2w el et
attendance feedback fovm, it is fv know theiv JEFFREY JALQ
fegdbaw eiher they ave abie 10 GHENA. fhe | "= *hat Rasiie, 20017 (NJ44)
meeting gv unapie- i
2 /7[iq | Anothev -ask that gived by Miss Amilg is
{iing documents- in filing , | faught te ways
foccmpnlo. it Fov exampie, lettev Mat has
Yoeen categovized as a fcvesf lettev, unll kepy
fo_fovest file, if. in™ Matgysia Plan Pupject Y.
CRMK-it) must be kept i RMK file, eleciucity Bhe wWell Jang}
and water supfly also muct kept in it gwn JEFFREY JALON
fite , PPRT and P1A[piAS aiSe have 4 awnfile - j.kf’.egjflg'e :fg::a(g':'aftfje -
3[1/19 [T called by AA Mond Yelsop fo the Finance

section- in Finance sechon, | taught by

hiv abgut - +he Nouthey paymedlt, what the

=

fuachon of Nouchev payment and Sewvice

\

vdev o the wstemer - B esides that , he

teach me ¢ jof avodt law , management,

1.1

Sewiite and etc.

S
RE¥Y—SALONG
Pegawai Tadbir (N.44)

T’

The puvpese of vaithev payment is yseq ag

PiADat Residen Bahagian Eﬂmulu




Supervisors

Date Exact Nature Of Work Done Remarks
an evidence of money dvansaction by using
Casw veceipt ov Electvonic Fund Tvancfev CEFT)
that will_appoved fov payment by thvee <
pavties - Tinfovined nat vouChey payment |
will kept M Seven yeavs-Ti IS impovtant as N
tvensuyy will spendling the maney towavds the | A\ ame
ov.ganizGhon ov customew/thatveques g wivk JEFFREY JALONG
ovder for some._puypose- Pejabiat Rasiden Ba. =< Gl
Next 1S, sevuce ovdev. It iS a task ov
G 0b fov acustomer +hat can be Scheduled|
ov assigned o Somecne, SUch ais an drdev fuam
a Customey that request inrevnally within the
ovgahizahm in texms Of pueducts ov Seuvices f

w119 00 g¢hduly, | accist My Jevvy fvom finance| -

' sechn awanging one vox of vaucher payment] \WUN\
based on, it wnning numbev as ijstwiced @ NFYNH2 |
by hif: JEEEREY JALONG

R Pegawai Tadbir ™ 4~y
5/7/19 | Alothew Jask is 1o punt cut all the Vote jedg i il TER
as guided by Mv-Jevvy- Aftev that , he teach| o L
me on how to appy it 10 the big Size of A0 | o Mo ;
voie ledgew papey JEEEREY JALONG
§/1/19_|T had (eavnt Scmethiig new and gained f

(week3)|new knawledge avout vote ledgev fom Mv. |
Jewvy in Fingnce sechon- pased on what | had |
leavat, vote ledgev IS a System whewe the ) A
monetavy tvaesactions of a busingss ave Y Welldenp

veCovded in the fovm of debits and Lvedifs.

JEFFREY JALOKNG

Thvough this pocess, | taught mhaw fo

whte the vote tedgev in fovm of manudal-

elabat-Residen—B——75]

Pegawai Tadbir ** "~
ntu

In the aftevnoon, T atfendeqd PETANGUE

meetng whereby PETANGUE Compehhdd wll




Date Exact Nature Of Work Done Supervisors
Remarks

ovganzed by RANDO BINTULU and Kefuq
Magsyavakat dan Ketuq Lampung CkMKK ). @- g =

This 18 avganized because it s oneof way

" A
o stengthen the bonding between Distict & ng,) /}
Office, Resident Of fice and kmek - Besides peqaﬂamd‘;ﬁb‘yz‘_

fha+, tis compephon DenQﬁ'fS ail S’fa{ff and #pbat Residen Bahaglan BhtulL

KMKK espetiolly expa_smg Js Qbout the techmaque

and teovy of PETANQUE game.

The moSt impovent _ thing is | involves

in_managing this game 109 ethev with the

cvganizev ard gaining new expeviénce

in_play PETANQUE and expeied On the nnes

Of PETANGUE game-

a/1/19 |[Today on 4™ of Fuly | conhnue my tqck

wiifing vote fedgev fo manual System and

wouldnt fovget , | also shanag and teaching A\

the otew prathical srudents on hayw fo apply K ’

vote ledges tfo Manual system me by one- PEFFREY JALONG™ |

Pegawai-Tadbir-(N-44)—
~iahat Residen Bahagian Binfulu

10[1/1G | T ASSist Miss Amda Ho filing the dowment of

ublity- It (s important o filing the doeument

(n vgev fo vecwvd- keeping system fov an

vganisation It hefps 1o be wganiced , cystemant

efhicient ard Avanspavent - Twe most impavtant

thing 1S i helps au pepie wh o Shaud b€

avle fo awess infomation fodo $o easily. by

Piﬁa i T
”/.”]q o l['{'h J{”q, { QSSIQf My NiCheias 10 ﬁﬂa

few dowment that need Tv 62 vaised cgain =

becayse few issueson the pwoject shll peed

f mpuoved -



vyqanrzei/_and_gaming_necO_eKpovien.ee

i5[11

Date

Exact Nature Of Work Done

Supervisors
Remarks

12/7)19

0n 200 pm ,.Iattend perangyé Meehng-

(n this mgeﬁnc) we infovmed who wrll

pavticipate mn this 9ame on 27 July

hav this game wll be woned Start fiomPe

2019 &uCh as haw many KMKK, Staff of \
pistick and Resident wll Vv i - —
fis_evenf S00n Besides that, We OxPIaind pancry O

jabat ResidemBahagian

intL

mavning uatil aftevnion-Next, we(pracid

—

students) gven few tasksfum this game

SuCh as handiing five guups of playevs

and _appginted as emcee-

19 +-t6/1[1q0n 3-00 pm, once agai | inyoive with “Opp

Cweek y,

)Rabpies” meehng Ops Ravbies meehng

need many agency to involye Such as

veteshev, Tatau Pismct police, Javaian

A

Kesihatan, Angkatan Pevtananan malqys

CAPMD, [PD Rintuly due To Rabbies diseq

incresingly wdespwead - Thewefove we asked

Saiful 1o take notes of mpasfant thing

i
i
R

~SEF!

Y JALON(

by tead of Depaviment which is Mv. Emh;‘&g?wmbabmn-tt

2iafl

U/

int

regavding vabpies (SSUES. Gthev than that

Deputy of Resident (Siv HusSaini ) ask ug

fo pn/epaves meeting minutes fov tnis 0ps

RGbbies” meehng.

) [ apponted by Madam Shavpni fiom Soud)

14 ; 18/1/4

sectim as a sewetmat of Pugvam kesedo

an |,

5

Advokasi Pendidikan Seksuql CEAPSD at Sk [\ 4
pandav iy aboyt 4wo dgys- Tigh ths| - atoNG
pwgvamme [ (eavied ONhow b SQNE  the ";‘;awal _'JDL(NAH‘
people . huu-fe Souunlize wnth othev pespie Pejabat\@/&n Bahagian| Bir

cspeciayy mtesactim with (Ape teachevs

and sfugens of Smk sundav Bivtuly - Next | also
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Date Exact Nature Of Work Done Supervisors
Remarks

reavned the awaveness of Pvevenfion cexval|

-

issues amang teenggess belaw age of 15 yeays \ [W\
oid 1§ impov faNF as they ave uichm of the o).

% ALONG—
SAUatm and have to kiow the ways fo predtatie: ;ﬂ_ﬂumgm
these fssues ~¢ ~b3t Rewiden Bahagian Bintd

19[1/19 1 asSiSted Madam Sylvia deal with dieqss

N

Hhat wante to oliect Hhew Campaqg’ifelﬁ%

that had given to them.

23[1[19 | 1 assisied Madam Sylvia fsiow up anih

(week S mpactov by asking cnpacin when+hey

want fo come col/ect thew inyitahdl leftec

fov dvaws vote of “Ruval Wansfinm crhon

Prject” ov m shart knawn as CRTP) Next,

[ tayght by Mv-Imvan on how o enrevidin

|

ComtvaCtov that il (ome ask abau the

statemenped- at atfached with the

tendev Such as fo whom the bank ln&‘:\
|

- "=
invitation (effev vetuvned - Fov example.  JEEFREYJALONG |

if the invifattn fetrev fiom(JER), IF neccessl awat Tagbir (N-a3j

: —— Bahagian Bintp
fo vefuned fo JKK, if an invitatm (effew

firm BDA , if muct vetuned en &+the bank

Statement s atiGchment t BDA - So thag,

80A and JKR Know (f thes CanhvgCfov

ntevested with the pwject that hal beef

Stated iside the mvitaton teftev ov 0ot

wrresred /Mmrevested. f\
oy ! a ! ‘ ‘\‘
24j7/i9| I assisted Madam §Y/wiQ 1 _pvepav ng g of

meentg mingtes bovk fov Dwicimal Dev el JEREREY JALON

Cemmirtee (ODC D m ety &0 F6 that 4’3’? jPegawai fadbir (N.44)

lat Ragid ah
run on the nexf day whichisgn 25" of

Juiy Pl 15 impevian} Soihat people that




Date

Exact Nature Of Work Done

Supervisors
Remarks

25{7/i9

On 25%h of Juty , T move to Soual sectin,

in social sechen , | 9iven a aSk to faliow

up vegavding with the attendance of

officev av ?efuesenfaﬁve tat abie fo

attend the peegvam ' kesedavan &dw?mﬁ‘*

Pendidican Seksuct” CKAPS D pRgvaning,

by Madam Shavpini .

2¢(7]19

On the next day, I had assisred Madam Sy

zypuidfah o fax invitapm leffev of

KAPS Pupgvamme To velated pevsong whiCh

=

the (me Wil afHending e puwegvamme as

Stated in fne (St of diSmbuhtn +hakren

BINT)

///“ N\

DAUD

has been attached behind of the 1teifand

}udulr N4a1

Hm .

lettev .

Tejaval Repoer

et

27]1/19

Ttay. on 21t of Juiy . | and cthey pvachea

o~

Stugeats appanted as a Secretqnar éf

fo Arbiter . In +hi§ Petonque game |

ul?i

assistng him to wnte dawn the patey..

3ikTi-DAL
Fadoir, N41

Pejabat Ra

of tte piayer -

Biden

Bintulu

29{1/19

an 29" of Juy which ($on Mmday, weay

Cweek €

dare mwieet of prachcal Students in

Resident office mvited # by Mv - Jeffeeq)

BINTI DAYD

Jalong o attend Youth Caveew Puggvamnge

R

divir, N41

Selsitm {/.10/9 n th(§ Ptquamme,ri??ﬁ&%iden Bintulu \'_\:’ 5

jeavnedd on RIASEC Ccaveowr eamove

defafs -

3i{1/19

On 3iSt of Juty, Mmadam Nonng &sked guer

) task o QESiStS hew dunng ‘Jawatonkyasq

Trancfevmasi €eenontt Luav  Banday’ GEETEY

whevepy thes meehng wll Stavt ewn #e

EOP m.!” il \ i «":/

pelaval ¢



Date

Exact Nature Of Work Done

Supervisors
Remarks

evedag Dunng the meehng, [ hadl teavil

abaut the flaw of the meepnqg, the impovi

ant

Of the <covamy i wval avea, +mgand

thmgS thaot varsed up by dier aqgenty

Z/s/9

(St of August 2019, ;was asked by Madan

NoviQ i pnotoCepy meehng shide

of JKTeLs  that  dme pvesented in 3¢St

S 77
/(JT

of July Cwednesday ) Besides that,

assisted Madam Tewy fo photccopy’ wm, A

adinir

OEID
N4

it A
s 0
1=

Sheets as reqyested by h Qv

"en’ it Reb

\. ¥ _'I‘ -’:
iden Biniulu \ /

2(8-3/8/19 On Fuday and Satuvday, | was éppan

ted

/

by madam Shavpni fogether with cthed

—

pvacheal Studepts as q Sewettmar e

agcSISHNg hev in handing © Prqgvam

D

7

L]

kesedavan Advolkasi dan Pendidikan |

[PRAERE

[
adbic NAd 1',-;'% &

v i\
"l

SE,IQ«S\UCII C'LH‘P‘C;)J) ﬂla# DU7” N Ih S:",m'f Resider Bintulu \

o\ A
B

[ g |
e
= rd

ASyak.rin , B tuld - This puggramme Ghves

=<

a lob of benchts Tward students, parejts

and feqchev m the (cheol- Thevefwve f

abwt awaveness of srudeligfr pavets—

preventing pvegnaltey of teenggerv.

5/8/i9

Q

5™ Auguct movning, Magam Shavpin aske

Cweek T

yme fo ashsts hev te plofecopy dismBUnen

7]

!

Wt of ‘NThs mesyvavat Fenyelavasan Puygu

am

A=

+

randau Fembcangunan Sckal Ceandau femy

g

Raotn &ansa D eanggan  Ginfud 2019 BiFe2yf2org:

" NAT
A

hN

L l:. 1. - : - 2 ‘.

]
)

Ly

Afrev fiaf, | assists hev fo diTpibyre fe

emideT—tnteld

i

feliows €ach ¢f heghighted name as in the

[1St-

Next, [ alfo asCisting madam Tewy o




Date

Exact Nature Of Work Done

Supervisors
Remarks

plugtoCopy of meetng Shedt as asieect

by hewv -

in the affevnoon, medam noing gves

iftult

me 1qek to fax ‘ Lapavan Sawaranlwasq| JEF UALONG
Tvansfvmasi Elconom wav Baeday CIKTgh B o
fotiau fhe distbution it
£/08/!19-9/08/19 MisS Junqidah qsked me fo assist hev ) %M
Scaaning evaluahon fovn of prachcal =il -
Studont. The nexfday, onee qgain M1 5.5 SHARPINI BINTI DAUD .3'° O
- —N#1—{
Juoidah asked me fo scan evaluahan WIT;T::,:.NL
fom_of practcal shdent-
~ e,
2fos/iq | @0 127 August, | had given a task To e i
.

Civeek @ )fgx ‘Nots NMeQuavat Penyelavasan ngva

m

Selajah Belia Savawak’' by Madam Shavp!

In the aftencon, | had stewted ~faianug,

L

IRTBINTTDAUD

it Residen Bintulu

agencies velated with the meehng -

.

13/08/i9

Ch the nextdqy, | conthave flawup

agencies as stated wn fhe distbuticn it

4

Besides fehap up. +he atrendance |ict @

agencies ha¢ been veuvded fov meetmp

W/

”‘?'Ni-:ﬂé—‘ﬂ-“ﬂbaﬁ\
wu_m; (W"
\ B

Bt Residen Bintylu \¢

A2
-

puvpose - At 230 p-m , | alco had

atrend meeting ' qugvam Jelqgjah” Big

il

Savawa k. - .

Lz%f—

i¢fos[iq| Today. | fodow and assists Madam sin
Zupaidan -to photocopy 40 Sefs of 'Nohs - N
Nesyuavai Pwgvam Jelaah eehd oo :':;'"“:jj o
Savawak.”. Peja;at Residen Bintulu \ JJJJJ /

Twevefove, [ also inyolues inme tack

which mvifgne _leftey necessayy  to kept

in the envelope wntten Unican kevajaal

7




Supervisors

Date Exact Nature Of Work Done Remarks

(S/08 (19| August 15, | had assisted madam S
Zubgqidah fo fax inutahm [eifev of e N
pavhiCipation in Simi@jau NQhana( Pavk =
negnty walk , Be Uean, be Guegq., “_)_‘i:"/ Lo
pe [ntegnty - F’es;a;N;-i.Tgt;;r.oN; {m@\z\
Othev +hap +hot, | QIS0 had aSsPstedt Resifen Bintut ool
Noveng whith ;s cthev peactical Student —
(0 papev cuthng tack as asked by
Mv-HGun m Developm ent Secion -

je[08)i9] Avgust 16, as uual aftev {ax, | %
know eHhev agencreS ha+ inyClegawai fadvir, N4t (YIS )
fh He F@Vamm_g_lﬂf@mﬂl walEeja'Bige;iden Bintufu %\)
1o attending the meghng ov unable.

i9/08)1] on August 1§, madam Sm Zubadah (W

week qgives 1@k fu photolo ax , Cveate

. 2"Zma,naomce I:%f of E%ofw'n aff@d“"%‘“':f'fﬂmfﬁf 7‘ ME 0
the meQﬁng in the CﬁmF\H‘ev BQS‘d%Ja'gM’#. sider Bintuly \ g
| assists hev n fuing document i the
vignt way and fallow up agenty by
qeking who will attend o the meetng

20/08/[i9 an the @avly movmngG, dce q9am | Qssists (&7 ; Z

madam Jacqualne tovecsvd docement

Thevefove, [ had recovded  the namereiafat A

nnr:Fﬁ‘B!N‘fl‘ﬁ#bﬂ

that m geing and Ut gong n Fe fiig. T TP

lesiden Bintulu

/

A
)

(i)
&

agenGieS and OffiCev thgt wnll attend

fo the Tanglung and SUKSAR’ meenng.

BesideS thal, | qiso vewovd agences

-~

name et will ateadng pugvamme #Shei

Sejamat Samparik’




Supervisors

Date Exact Nature Of Work Done
Remarks

21 Jo&iq| o Augucr 25t | had veteived a +ack

foom /Yleam Sin zupadah fo fax vfatien >
feptery of Ykefuq magyavakaf dan Ketyq %! f
Kaym Sempend mMejiis Pevacmian d afarei 811 DAUD m

i

Sest Sembang eeliq Pwgvam Jeiaj@hgawal Tadvir, N41 F 5

Be‘l.a S‘O‘/awak JOIG’ once aga‘in apF’ejabat Rlesiden Bintulu Ol

Japatan FPenevangan calleq asked fov

SendinGg bqgck invitation jettey due 1o

they oid not veceives the lact page of

the letfer.

&

22/08[19 Auqust 22 mevain, | had qsked L2

by A0 Jungidah 1o Setfing up  the ,@?ML/;QQ

pejectov m the discussion ypom fou o et D

kaﬁTlQ puvpose- Next, | VeCel\fedpelabat Residan Bintuly  N\&a
+ask fum macdam Sih Zubaidah +o
fax viFaton letter of © Pawgvam
Jetagjoh bena Savawak 10197 To the
Acoountant  Geneval of Malgysia

23(08(19 August 239 eventg, | asked gy Fa.
S Maram o Submit’ file T©  Pa Sudan
m_the Regiivy Depaviment - Megnwhile,
In the afternotn, [ had gamed new e B~
kncwledqe as | cszended @namJ ' | &

csec 117D - Remand . meapwhile, in +gzm
evemig , [ had asked by madam kmilg
i the Development Sechon v sending a
letter that need o Sggned by Mr.
Jeffrey Jalmg. Hence, | @iso had ask
by Myv. Jeffvey Zaieng fo pnofocopy 20
Sheefs of RIASEC Test fov his Councefun
PUvPOSE -

S




Date

Exact Nature Of Work Done

Supervisors

Remarks
26[0¢/19 Adgusi 26, | was assisted madam
CweekiODShavpini 1n Soudl Sechom o photecepyd
Miny € Sheet . e p Al

Next , [ aiso asSicted madam Sik

ZUbO‘dG"I 10 pamng a ieftev .'Lga;fnl nry Bin Alwi

+o Madam Novzi in the R ST Pegawa [Tadir N.44

Secthan . Meawhile, Madam S 121215135149

zubgidah acked me to scanmng an

invitation lefev fo attending * Gutong-

Ryymg’ of Pengue Programme focated at

STk Chung Hug; Bintiy

27[08/14

On August 21 meving, based o whqt

i nad reavned in Social Secfien |

Confinue fo feliow up the impdtant

o)

] -

agencies vegavding unth *Gotong- Ryelg” gt

Pugrammé of Deqgue  diseqse - Satubahry Bin Alwee %

Heace, (n the affevoown | | movedferwd Tadw Nar 1 il

"1', L1479 Lasl

= s BJTTO=JTRD

to the Registy Sechm . [n-the Reghy,

|_had ieavned to fiing decument fiom

Mmadam sudan. Be#rng AS tayght by Madum

Sudan , any decument befove ﬁi@dtgffmﬁ‘le,

itigsnecessawy 1o Vecavded in the ComruTe'VC

data which is namejy ‘tgeng incming’

and ' curgang .

28[05 [19

Toolqy, | had asSisted (A0D Junaida

fo press +the Siide dunng the iSO 91

>d15 meefing - bunig this meeting, | alko SMIJTW

garwed some input as | had iistegad

fo theiv feehng - Fov exampie, 150 Piada Tadhr .44

2015 (msiSts of the evganiSatm T34

management , chient S Chavtev.




Supervisors

Date Exact Nature Of Work Done
Remarks

2/08 -3fos Augy £t 29 cind 30, once agan | asked 4o '
ﬁilw dGCUﬂ?QO/'Q as | had (eavned W

Qs the noht way To £Aling  fwm Madam ’Dah’,//_ﬁm;‘m; .
Sudan i e Reoshy SechinOker i iny ™ Sl
that, madam Sudan teach me o ﬁn(f721z1)_13_514g N

adocument by using +the numoev of
vefievelice 0N +he file and the dvawer.

03/09/19| On August 3vd, | was veplacilg Madam |

Cweek 1D Sudan 1o doing hev +ackS b scan documents,  D*
44_ _ ! _
ecards -l-hemCGmmgaafq and filmg suvts Gpaifyibahry Bin Alwie /@“ g,

documetrt d(lQ She had CIHEﬂd 'h/a,npy Peqwa Tadbir N.44
-fav mewer 7135148

<

Dr[09/19 | The next day, | did veceived mcaminy lefres )
furm othev agenties and wmen vecord the SN ZE
E g ToFer o fre ‘ricanit and mgTg

fle in the compites. Aftevthat, | QI.S‘OSalfmbahry Bin Alwie K/"“\

14!:.‘

leqened about Y n@ming |efteur Fhasgzwd) Tadbi N4 & ﬁi)—
has been stamped “action has been tqkes” bythe N
Deputy of Resident need o ecanned hen Zﬁf’f
i +he Specific mcaming file:

C5/09/19) August 5™, | foned MisS Angela
o Oevelopment Sechan wenf to site visit o
at Kole] vokaSiond ] whewe +heve have | X PTA
many agencieS mvslve n Pujestofexpaedly

cav FCWk O)[ K('(]Q’J vokasonal Such Qg Qaity Gin AliC (o=,
bivecttv and DGPUrydee_chV of Pegawmadbu N.44 (& )
kaley vakasional jtself , Secvetayy of 721215135149 N %
Yb Themos, and MisS Angela and | ag
vepres@ntafive of Resident Ofpe , mv Grelau
which 15 an ergmeey ol 804 and
Contacfov fwm MHziq's Company -




Date

Exact Nature Of Work Done

Supervisors
Remarks
6f09/19| Today , we (pvachcal Students D wewe A | a
innted by MuSeffv ey Salmg To attending A EA
Caveer Cawnseling which i

s on KIASEC

Caveer . Thygugp tus Canseling, | haghiulb

quesfims: Next , we had brefly expicin
onthe impovtatt document fov (b

qpphcahcfn

1aught the way 1o antwenng an iHeinpen

adoir N.44
-5

10[09/19

Sepiefbey 10,'l was called by Madan

-

( (week 2D8 hav pin,

t© assistee] hev in Socal

.

Sechon to distuputing lavibahon

g Saiiylp
[eftev of Frogramme’™

NGy hs Pecabegawg Tadbr N.44

ahcy 3in Alwie 75

Tanah Methanol Piant”

located at T7TH|T35g s

Similajay 1o thempviant - agencies and

| also assisied hewv To disthbyte

lettesef © Lawatan Ke fembangunan

Sewolan Caf at Sk Sg Tisang, &ty

Y]

o

h/oq/lig

On Septembev 11, | was asSisted kak

Payang which che is Secvetaw) of residen +

Yo enrevtain the cuctomew ov client that

AT,

want fo vegistev -ch cpecial mawiage Saiul

also kngwn as “ Kahwm express”  Fegva

befove meet with Resident W his pffce -

Tadbir N.44

)ahry Bin Alwie //\
g
72121535149




Date

Exact Nature Of Work Done

Supervisors
Remarks

12/09/9 12 September 209, gnce agam [acsisted
) Kak Dayang i the Admuniste hom Sechon R N
on how to (Mvevhng Speech fov Readent Nl
fov “Tonglung Fiesta’ event fum the | 7
micmseft to PAf form. oanyivanty sin AWE 8 s

-13-5149

i3{09[19

Today | (e veceived last {tack fuom

madam_Shavpini wheveby She asked Y

a

me fo assisted hev 1o sefup_the moenng

9/\;,

a ot
7%

=

T

vom especially in endunng all the  Saifbibanry Bin Aiwie 52—
yg =

lampS, LCD have beeN SudfCh on,  Pegaga Tadbr N.as

44444

Lk

G

=, ?

Becides that, [need 1o tarea pmntes

4 JIJDI‘*U

AT

and vemore puojectev fvgm madam sy

befive the Meehhg ctavton [(0-30 @-m

In +he aftevnon, we Cpvactical studebfe)

weve nuited 1o came fov caveev

Coungelling on * Langkah ke Alam

Pekeyjaan’- Thvuoygh +his Sessim, we

did mock mtevuow by Mv- Feffiey

Jalomg , Psychalogy fficev tn Readen

Office Bintuly- - SO +hat we taught

fo ancwenng few questians that

familiav asgked dunig ine infevview:

Maveavev , we weve exposed M how

to prepanfg vesume- Lastly , | gained

a lof of _knawtedgo anolwdwcmg

experiences fvom the officevs and gtaffs

in Kesclent Office &nfulu




