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CHAPTER 1

INTRODUCTION OF THE ORGANIZATION

11 BACKGROUND OF THE ORGANIZATION

PlJ Property Development Sdn. Bhd. (formerly known as Perisind Property Development Sdn.
Bhd.) was incorporated on 14" November 1994 as a Bumiputera private limited company having
its registered office at Level 8, Bangunan PIJ Holdings, No.8, Jalan Bukit Timbalan, 80000 Johor
Bahru, Johor. The main objectives of the Company are to be a reputable property developer and

project management consuitancy.

PIJ Holdings Sdn wholly owns PIJPDSB. Bhd. (formerly known as Perisind Holdings Sdn. Bhd.),
a business arm of Perbadanan Islam Johor. The Company has gone a long way since its
incorporation both regarding the accumulation of work experience and capital accretion while

maintaining a 100% Bumiputera equity participation.

PIJPDSB will strive as one of the corporate institutions that move actively to develop few sectors
such as property development and industrial area in Johor. This is correspondent with the

objective of Johor 2005 development plan.

While developing some area and modern city, the environmental aspects are also emphasizing
thru the concept of town in a park and town forest. For example, the development at Ponderosa,

which integrates the modern living concept and safety factors are adopted.



1.2 CORPORATE STRUCTURE

Figure 1.1: Corporate Structure
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Source: PIJ Property Development Sdn. Bhd. (n.d.)

Figure 1.1 above shows the corporate structure of the Company. According to the figure above,
PlJ Holdings Sdn. Bhd. is the business arm of the Perbadanan Islam Johor. PiJ Holdings Sdn.
Bhd. has three subsidiaries, namely, PlJ Plantation & Agriculture Sdn. Bhd., PlJ Property
Development Sdn. Bhd. and PlJ Manufacturing Sdn. Bhd. The PiJ Property Development Sdn,
Bhd. is wholly owned by the PlJ Holdings Sdn. Bhd. and they have their subsidiary company
which is Isedecor Bina Sdn. Bhd. where it handies all types of construction projects both within

the country and abroad.




1.3 ORGANIZATION CHART

Figure 1.2: Organization Chart
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Figure 1.2 above shows the organization chart of the PlJ Property Development Sdn. Bhd.
Based on the figure, the Company is led by the general manager and assist the senior project
manager. The nature business of the PIlJ Property Development Sdn. Bhd. is the property
developer and project management consultancy. The Company has four types of the
department which are known as administrative and property department, engineering

department, finance department and business and marketing department.

For the administrative and property department, real estate and operation executive is the one
who works under this department. The function of this department is to help in the functioning of
the Company and managing matters related to the administration and project. For the
engineering department, it was divided into two units which are technical unit and surveying unit.
Under the technical unit, an engineer has led the unit and being assisted by an executive
technical assistant and a young executive draftsman. While under the surveying unit, it was
operated by an executive technical assistant, a quantity surveyor executive, and two young
executive technicians. The function of this department is to manage construction projects and
getting new project around the state of Johor. Meanwhile, the finance department, it was
operated by a senior accountant executive and assists by young accountant executive. The
function of the dep;artment is help in managing Company’s financial. For these three
departments, the executives will be assists by an executive assistant who is a clerk and a young
executive assistant who is the driver. For the business and marketing department, the
department is led by the business development manager and the department is divided into two
units which are business unit and marketing unit. The functions of this department are to help in
selling the building such as houses and shops, find potential buyers and also make valuing on
the building to estimate its price. For the time being, the business unit does not have any
employee. Under the marketing unit, the unit is being divided into smallest units which are sales

unit and document and credit unit. In the sales unit, it is operated by a marketing executive, a



young marketing executive, and assists by the documentation clerk. While in the document and

credit unit, it is managed by a young credit control executive.

1.4 PHILOSOPHY OF THE ORGANIZATION

1.4.1 VISION

PlJ Property Development Sdn. Bhd. shall be a leading property development and project

management with world-class products and services that enrich the quality of life.
1.4.2 MISSION

PIlJ Property Development Sdn. Bhd. is committed to making the Company an innovative

organization and be recognized for excellence in quality, growth, and profitability.
1.4.3 CORE VALUES

The values applied by the PlJ Property Development Sdn. Bhd. are the team spirit, commitment,
integrity and honestly, customer oriented, respect and empathy for individuals, responsible,

discipline, and fairess.
1.44 MANAGEMENT PRACTICE

The management practices practiced by the PlJ Property Development Sdn. Bhd. are
continuous leaming, conducive environment, leadership by example, entrepreneurial spirit,
sense of crisis and urgency, benchmarking for best practice, empowerment for effectiveness and

group synergy. -
1.4.5 STRATEGY

PIJHSB and group will prioritize the efficiency and high quality of skill in its daily operation. While
the professionalism, pro-activeness, and Islamic value will be the main core of PIJPDSB in

managing its business.



1.5 CONCLUSION

In a conclusion, this chapter has discussed on the overall information about the PIlJ Property
Development Sdn. Bhd. such as its background, mission, vision and organization chart.
Hopefully from the information provided, it may help in knowing more about the Company where

the trainee did her practical training.



CHAPTER 2

SCHEDULE OF PRACTICAL TRAINING

2.1 INTRODUCTION

This chapter will be the summarized of daily tasks of the trainee from 20th January 2016 until

16th March 2016 (8 weeks) which extracted from the practical training log book.
2.2 REPORT AND SUMMARIZATION OF WEEKLY TRAINING
2.2.1 WEEK 1 (20th January 2016 until 28th January 2016)

On the first day of the internship, 20th January 2016 (Wednesday), the trainee has reported duty
at the administrative department of PlJ Holdings Sdn. Bhd. before being taken to the company
that will be the place for practical training. Later on, the trainee was introduced to all officers who
are working in the business and also has introduced to supervisor in charge which is General
Manager of the enterprise, Tn. Hj. Atan bin lbrahim. The supervisor has briefly explained and

introduced about the company and how they operated.

There are only a few tasks given to the trainee on the first week of internship. As for the first day,
the trainee was given the task of recording the letters received in the record books and
distributes the letters to the officer concerned for further action (Refer to Figure 2.1). Besides
that, the trainee was required to get signatures from the General Manager for some documents
before sent it to the other subsidiaries. With the help of a clerk, the trainee was introduced to
officers in every company and indirectly, would help to get to know all of the officers and each of

the company's location which can facilitate the work in future.



Figure 2.1: Records of incoming Letters

Source: Trainee’s task during practical training, 2016

As for the second day, 21st January 2016 (Thursday), a meeting was held, and the trainee was
asked to attend the -meeting where the essence of which is discussed at the meeting were
concerned with the groundbreaking ceremony which to takes place on 28th February 2016 in
Stulang Baru, Johor. The trainee was assigned to assist any officer who lacks the manpower to
ensure the ceremony went smoothly. Besides, the trainee was given a document containing the
profile of the company to learn more about the company and the officers. After that, the trainee

was taught how to use a copier and a fax machine to facilitate future work.
As for the third day of the week, 24th February 2016 (Sunday), it is Thaipusam holiday.

For the fourth day of the internship, 25th January 2016 (Monday), the trainee is required to

update the minutes for a file related to the construction of Rumah Mampu Milik Johor (RMMJ)
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and do separation based on certain documents. Not many tasks are given to the trainee on the

day.

On the fifth day, 26th January 2016 (Tuesday), the same task as on the fourth day is given to the
trainee but this time, it is for update minutes to several files related to building construction

projects around Johor and also, the trainee helping officers who need help.

Several tasks are given to the trainee on the sixth day of the internship (27th January 2016
(Wednesday)) which are updating minutes for a file related to the proposai to build Rumah
Mampu Milik Johor (RMMJ) and also, the trainee helping another officer who needs help. Other
than that, the trainee is asked to distribute the incoming mail to the officer concerned for further
action. Besides that, the trainee has been managing the emergency leave form of the officer

before sending it to the administrative department for further action.

On the last day of the first week, 28th January 2016 (Thursday), the trainee has attended a
meeting related to the groundbreaking ceremony and the issues discussed were the progress of
each officer's tasks assigned to them. From there, the trainee can see and learn how they work
efficiently and professionally as the tasks given is done quickly. For the preparation of the
meeting, the trainee has helped in preparing materials for the meeting which was to provide

copies of the minutes of the last meeting which to be distributed to every officer.
2.2.2 WEEK 2 (31th January 2016 until 4th February 2016)

On the first day of the second week of the intemship, 31st January 2016 (Monday), the trainee is
asked to assist an officer in the administrative department in P1J Holdings Sdn. Bhd. where the
trainee is asked to find information about Integrity unit which will be set up in the company by
getting the information from government bodies and private organization which has set up this

unit in their organization as a reference. Through the task given, the trainee found that the



Integrity unit is imperative for a company to ensure transparency in every case, especially in the

activities carried out by the firm.

On the second day of the week, 1st February 2016 (Tuesday), the trainee looks up for additional
information that can use for reference for the integrity unit from other resources. Besides that,
the trainee is also asked to assist in searching proper information from different sources that can

be adapt for company's business ethics code.

The next day, 2nd February 2016 (Wednesday), the trainee is given several tasks which are
doing filing based on the order of date and update the minutes of the file. From the tasks given,
the trainee leams and understands on how the filing system is managed and also, update

minute provide the trainee opportunity to discover how to record the minutes' file properly.

The task that the trainee carried out on the fourth day (3rd February 2016 (Thursday)) is the
trainee has to help with the minutes of the meeting for a construction project in Tampoi, Johor.
The complete minutes of the meeting then are checked by the officer that assigns the task to the
trainee. The task given to the trainee provides an opportunity to the trainee to learn how to

prepare the minutes of meetings properly.

On the last day of the week, 4th February 2016 (Thursday), the trainee was given a task which
updates minutes for a file of a construction project and also involved in preparation for signing
agreement event of the joint venture between PIJ Property Development Sdn. Bhd. with Infra
Rancak Sdn. Bhd. and Sunwide Deve}_opment Sdn. Bhd. which it is for development projects in

Larkin and Muar, Johor.
2.2.3 WEEK 3 (7th February 2016 until 17th February 2016)

For the first day of the third week, 7th February 2016 (Sunday), the trainee had assisted in the
early preparation for the groundbreaking ceremony for Rumah Mampu Milik Johor (RMMJ) in

Stulang Baru. Where the trainee was managing the invitation cards that will distribute to guests

10



which comprised of His Royal Highness the Sultan of Johor, Johor Crown Prince, Menteri Besar
of Johor, Johor state assemblymen, members of parliament, heads of government departments

and private companies (Refer Figure 2.2).

Figure 2.2: Preparing Invitation Cards for RMMJ

RNk AN SR ACITANY A MR IERPUT
AN BERGUTRNAY TAN K| BATO  DATIN TUAN / PiM

Source: Trainee’s task during practical training, 2016

The second (8th February 2016 (Monday)) and third day of the second week (9th February 2016

(Tuesday)) are the Chinese New Year holidays.

The next day, 10th February 2016 (Wednesday), the trainee continued the task in settling the
groundbreaking ceremony's invitation cards. Besides that, the trainee was given the task of
recording the letters received in the record books and distributes the letters to the officer

concemed for further action. -

On the last day of the week, 11th February 2016 (Thursday), the trainee is required to update
the minutes for a file related to the construction around Johor and continued with the task of

settling the groundbreaking ceremony's invitation cards.
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2.2.4 WEEK 4 (14th February 2016 until 18th February 2016)

The first day of the week, 14tjh February 2016 (Sunday), the trainee helped distribute invitation
cards to organizations and departments invited to the groundbreaking ceremony. Other than
that, the trainee is also asked to deliver the documents signed by the General Manager to the

officers concemed.

The second day of the fourth week, 15th February 2016 (Monday), the trainee was given the
task of recording the letters received in the record books and distributes the letters to the officer
concerned for further action. Also, the trainee has managed sick leave and annual leave forms
of the officers and submit it to the administrative department for further action. Besides that, the
trainee is asked to hand in documents containing cheques to accounting officer and also helped
in making a copy of the director report and a copy of audit financial statements for top

management reference.

On the third day of the fourth week of the internship, 16th February 2016 (Tuesday), the trainee
is asked to make copies of paperwork related to the construction project where it used for
presenting the project at Unit Perancang Ekonomi Negeri Johor (UPENJ). Besides that, the
trainee is also asked fo update minutes for the file of administrative and staffing and also update

minutes for the file of the housing project at Taman Perbadanan Islam, Rengit, Johor.

For the fourth day of the third week, 17th February 2016 (Wednesday), the trainee has attended
a meeting for the groundbreaking ceremony where the purpose of the meeting is to know about
progress made by the officers on their given tasks. Aside from attending meeting, the trainee
was given the task of recording the letters received in the record books and distributes the letters

to the officer concerned for further action

12



The last day of the fourth week of the intemship, 18th February 2016 (Thursday), there is not
many tasks given to the trainee and the job of the day is the trainee helps the officers who need

help and managed matters related to the administration.
2.2.5 WEEK 5 (21st February 2016 until 25th February 2016)

On the first day, 21st February 2016 (Sunday), the tasks that are carried out by the trainee are
updated minutes for files of building construction project at Jalan Datin Halimah and building
construction project at Tampoi, Johor. Later on, the trainee is asked to create a new file for
groundbreaking ceremony for Rumah Mampu Milik Johor (RMMJ) Stulang Baru and do filing for
that file to ease for future reference. The trainee was then aiso asked to do minutes of meeting
for the construction project at Tampoi, Johor. Aside from those tasks, the trainee was given the
task of recording the letters received in the record books and distributes the letters to the officer
concerned for further action. Besides that, the trainee also managed the annual leave form and
emergency leave form which fill in by the officers before sending it to the administrative

department for further action.

For the second day of the week, 22nd February 2016 (Monday), several tasks had given to the
trainee who helped -in make copies of minutes of PlJ Property Development Sdn. Bhd.’s
management and financials meeting which will be held later. The frainee is also asked to get
Memorandum of Association and Article (MAA) and form 24 and form 49 where all of the
documents contain company's profile which needed for the purpose of a land application at

Muar, Johor. Besides that, the other task carried out by the trainee is do filing and update

minutes for the file of development proposed for government land at Telok Jawa, Masai, Johor.

For the third day of the week, 23rd February 2016 (Tuesday), the trainee was given several
tasks on the day. The trainee has attended the meeting of PlJ Property Development Sdn. Bhd.

management and financial which supposedly being attended by certain officers. it is because the

13



General Manager has asked all practical students to participate in the meeting to gain more
knowledge. The purpose of the meeting is discussing the latest development of the projects and
all the problems of each construction project managed by the PlJ Property Development Sdn.
Bhd. and also, a presentation on sales performance and the company's financial. Next, the
trainee has then carried out the task of doing filing and update minutes for the meeting of the
management and financial's file. Other than that, the trainee was given the task of recording the
letters received in the record books and distributes the letters to the officer concerned for further
action. Apart from that, the trainee is asked to prepare a set of books for the 28th board of
directors meeting where the contents are the minutes of the last meeting, outstanding

assessments, audit reports and other matters (Refer Figure 2.3).

Figure 2.3: Preparing Boards of Directors meeting’s books

Source: Trainee’s task during practical training, 2016

On the fourth day, 24th February 2016 (Wednesday), the task of the day is that the trainee

continued with preparing books for the 28th board of directors meeting.

For the last day of the fifth week, 25th February 2016 (Thursday), the trainee continued with
preparing books for the 28th board of directors meeting and after completing the books, the
trainee delivers it to assistant company secretary of PIJ Holdings Sdn. Bhd. to hand it to the
members of the boards of directors.

14



2.2.6 WEEK 6 (28th February 2016 until 3rd March 2016)

For the first day of the sixth week of the intemship, 28th February 2016 (Sunday), it is the day of
the groundbreaking ceremony of Rumah Mampu Milik Johor (RMMJ) Stulang Baru, Johor. The
trainee was assign as the secretariat for the ceremony which handles in registration and at the
same time, provides information to the public on the housing projects operated by PlJ Property

Development Sdn. Bhd (Refer Figure 2.4).

Figure 2.4: Groundbreaking Ceremony of RMMJ Stulang Baru, Johor

Source: Trainee’s Fieldwork, 2016

The second day of the fifth week, 29th February 2016 (Monday), the trainee was asked to
replace a receptionist at PlJ Holdings Sdn. Bhd. for a while due to the employee's health reason
and where the trainee's job is to serve customers who want to deal with any officers in the
company. At the same time, the trainee became a telephonist where that task can help to
improve better in interacting with people. Other than that, as a receptionist, the trainee also is
assigned to receive letters and documents from other companies and deliver it to the

administrative department for further action (Refer Figure 2.5).
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Figure 2.5: Receptionist Counter

Source: Trainee’s task during practical training, 2016

On the third day of the week, 1st March 2016 (Tuesday), the trainee was asked to replace a
receptionist at PlJ Holdings Sdn. Bhd. for a while due to the employee's health reason and
where the trainee's job is to serve customers who want to deal with any officers in the company.
At the same time, the trainee became a telephonist where that task can help to improve better in
interacting with people. Other than that, as a receptionist, the trainee also is assigned to receive
letters and documents from other companies and deliver it to the administrative department for
further action. Also, -the trainee has assisted an administrative officer in created letters and

memos to other officers to inform them about the program organized by outsiders.

For the fourth day, 2nd March 2016 (Wednesday 2016), the trainee was asked to replace a
receptionist at PlJ Holdings Sdn. Bhd. for a while due to the employee's heaith reason and
where the trainee's job is to serve customers who want to deal with any officers in the company.
At the same time, the trainee became a telephonist where that task can help to improve better in
interacting with people. Other than that, as a receptionist, the trainee also is assigned to receive
letters and documents from other companies and deliver it to the administrative department for

further action. Besides that, the trainee also has managed matters related to the booking of the

16



meeting room to ensure no excessive use of meeting room at the same time and to avoid the

seizure of meeting room.

On the next day, 3rd March 2016 (Thursday), the trainee was asked to replace a receptionist at
P1J Holdings Sdn. Bhd. for a while due to the employee's health reason and where the trainee's
job is to serve customers who want to deal with any officers in the company. At the same time,
the trainee became a telephonist where that task can help to improve better in interacting with
people. Other than that, as a receptionist, the trainee also is assigned to receive letters and
documents from other companies and deliver it to the administrative department for further

action.
2.27 WEEK7 (6th March 2016 until 10th March 2016)

On the first day of the week, 6th March 2016 (Sunday), the trainee is required to attend the
course of file and records management which organized by the department of administrative
which housed in the PlJ Holdings building. Facilitator of the course is Haji Abdul Aziz from Big
Tech Sdn, Bhd. All the inputs received from the course are very useful and beneficial because
the knowledge gain can be used during works and through this course, the trainee also can

learn how to open, record and properly dispose of the files.

For the second day, 7th March 2016 (Monday), the trainee was asked to replace a receptionist
at PlJ Holdings Sdn. Bhd. for a while due to the employee's health reason and where the
trainee's job is to serve customers wﬂo want to deal with any officers in the company. At the
same time, the trainee became a telephonist where that task can help to improve better in
interacting with people. Other than that, as a receptionist, the trainee also is assigned to receive
letters and documents from other companies and deliver it to the administrative department for
further action. Apart from these tasks, the trainee is also helped in check and record the

attendance of the officers through thumbprint record to trace problematic officers before sent it to
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each of the heads of department of the officers for further actions. Besides that, the trainee also
is assigned to receive letters and documents from other companies and deliver it to the
administrative department for further action. The trainee also has managed matters related to
the booking of the meeting room to ensure no excessive use of meeting room at the same time

and to avoid the seizure of meeting room.

On the third day of the seventh week, 8th March 2016 (Tuesday), the trainee was asked to
replace a receptionist at PlJ Holdings Sdn. Bhd. for a while due to the employee's health reason
and where the trainee's job is to serve customers who want to deal with any officers in the
company. At the same time, the trainee became a telephonist where that task can help to
improve better in interacting with people. Also, the trainee also is assigned to receive letters and
documents from other companies and deliver it to the administrative department for further
action. The frainee also has managed matters related to the booking of the meeting room to
ensure no excessive use of meeting room at the same time and to avoid the seizure of meeting

room.

As of the fourth day of the week, 9th March 2016 (Wednesday), the trainee was asked to replace
a receptionist at PiJ Holdings Sdn. Bhd. for a while due to the employee's health reason and
where the trainee's job is to serve customers who want to deal with any officers in the company.
At the same time, the trainee became a telephonist where that task can help to improve better in
interacting with people. Also, the trainee also is assigned to receive letters and documents from
other companies and deliver it to the"administrative department for further action. The trainee
also has managed matters related to the booking of the meeting room to ensure no excessive
use of meeting room at the same time and to avoid the seizure of meeting room. Other than that,
the trainee also has helped the officers who need help and managed matters related to_ the
administration and processing letters received and record into the record books before

distributed to the departments and subsidiary companies concerned.
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For the last day of the week, 10th March 2016 (Thursday), the trainee was asked to replace a
receptionist at PlJ Holdings Sdn. Bhd. for a while due to the employee’'s health reason and
where the trainee's job is to serve customers who want to deal with any officers in the company.
At the same time, the trainee became a telephonist where that task can help to improve better in
interacting with people. Also, the trainee also is assigned to receive letters and documents from

other companies and deliver it to the administrative department for further action.
2.2.8 WEEK 8 (13th March 2016 until 16th March 2016)

As for the first day of the eight-week which is the last week of practical training, 13th March 2016
(Sunday), the trainee was given the task of recording the letters received in the record books
and distributes the letters to the officer concerned for further action. The trainee is also managed
the annual leave form and emergency leave of the officers before delivering it to the

administrative department for further action.

On the second day, 14th March 2016 (Monday), the tasks are given to the trainee for the day are
recording the letters received in the record books and distributes the letters to the officer
concemned for further action. Also, do filing and update minutes for a file of apartment
construction services and file related with Rumah Mampu Milik Johor (RMMJ) at Jalan Datin

Halimah, Johor.

For the third day of the week, 15th March 2016 (Tuesday), the trainee is helped in make copies
of documents which related to Rumah Mampu Milik Johor (RMMJ) project at Labis, Johor, and
the trainee also managed the officers' application to attend a course for ‘getting approval from

management.

The last day of practical training, 16th March 2016 (Wednesday), the tasks given to the trainee
for the day is recording the letters received in the record books and distributes the letters to the

officer concemed for further action.
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2.3 CONCLUSION

In conclusion, this chapter has discussed on the summarization of the daily tasks of the trainee
during her training for about eight weeks. All along the period of training, the trainee had
experienced various types of tasks, and it does beneficial for the trainee as she can see and
adapt what she had learned in class. The challenges are different for each of the tasks given,

and this can be used during the real working period.
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CHAPTER 3

ANALYSIS

3.1 INTRODUCTION

In this chapter, analysis of the trainee’s practical training will discuss, and it will focus on one
area of tasks as covered in the Practical Training log book (refer to the Appendix). This chapter
also should reflect on the definition and concept of the task. Besides that, this chapter also will
demonstrate on practical and theoretical aspects as how the trainee relates all the concepts
learned in class at the workplace. Also, it also shows how the discoveries of the knowledge gain
at the workplace used to reinforce the trainee’s understanding of the concepts learned in the
class and this chapter also should be able to demonstrate a reflection of the trainee’s personal
experience during the practical training. Therefore, based on the daily tasks of the trainee during
the practical training in Chapter 2, the most tasks given to the trainee are records. Hence, this
chapter will focus more on the record management system at PlJ Property Development Sdn.

Bhd.
3.2 DEFINITION OF RECORDS MANAGEMENT SYSTEM

Records are a basic tool of any organizations which it provides information for planning and
decision making and also a form of agencies’ accountability. The records are known as essential
for efficient and effective administration. However, if it is poorly managed, they can become
obstruct to business operations and decreasing resources. An effective records management
can help an organization to get most of its files, and it may also contribute to limit costs and risks

that can come from poorly managed records.
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The definition of a record as provided in the International Standard on Records Management,
ISO standard 15489: 2001. Where, it explains Record Management as “the field of management
responsible for the efficient and systematic control of the creation, receipt, maintenance, use and
disposition of records, including the processes for capturing and maintaining evidence of and
information about business activities and transactions in the form of records” (AllM, 2016). In
other words, it was a management system which is direct and controls an organization

conceming records.

Over and above, the Records Management System is one of the Management Systems such as
Quality Management Systems and Financial Management System. The Quality Management
Systems is a management system in charge of quality whereas the Records Management
System is responsible for records (Song, 2009). By referring the definition of Records
Management System, it indicates that the Record Management System establishes a simple
relation with management just like the definition of Quality Management which is it coordinated
activities to direct and control an organization concerning quality. Thus, it shows that both share

the same elements which for directing and controlling an organization (Song, 2009).
3.3 PROCEDURE OF RECORDS MANAGEMENT SYSTEM

In any organizations, having good records management system is necessary to ensure the
efficiency of the business operation of an organization. So, the organization should follow the
procedure properly. The following procedures are several tasks that have been carried out by

-

the trainee during the practical training.
3.3.1 INCOMING CORRESPONDENCE

To manage incoming correspondence properly, records officers must deal promptly and
accurately with many different kinds of correspondence. The incoming correspondence will

reach the records office in some different ways such as through mail, by hand, by fax or
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electronic mail (E-mail). There will also difference in the way in which items addressed where
some will be sent to a ministry, department or agency and some to individuals either by name or
by the title of office. Several items might have to bear security or privacy markings such as
‘confidential’ or ‘personal’. Hence, the steps that should take by the record staff for managing the

inwards correspondence are as follows:
I.  Opening Mail

As soon as the records office receives it, all letters should be opened and date-stamped
by the recording officer. During this process, the letters should be kept in a box file or
other suitable container. To not damaged the contents of the letters, the envelopes
should be taken care during opening the letter (International Records Management Trust,

1999).
il. Inward Correspondence Register and Mail Folder

Each letter must be registered by the appointed officer in the Inward Cormrespondence
Register after the mail has opened and all enclosures accounted. The details that need
to enter are the serial number, date of the letter, the date the letter received, from whom
the letter recelived, the reference given by the writer of the letter and subject of the letter.
The head of the records office or the appointed officer will decide how the items handled.
The routine documents must be marked with filing instructions and pass to the officer

responsible for filing (intemational Records Management Trust, 1999).

On the other hand, when there is more than one circulation of mail every day, the
correspondence delivered after a circulation that has dispatched should hold over and
included in the subsequent batch, except for the items that marked as ‘urgent’ which

must deliver it immediately (International Records Management Trust, 1999).
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lli. Faxes and Electronic Mail (E-Mail)

As for mail received by fax, the faxes received must be check to ensure it concerns on
office business as junk mail sometimes sent through fax. After it has confirmed that the
fax is about office business, it should be photocopied, and the copy is then placed in the
mail folder or on the appropriate file as necessary. The fax received should be destroyed

after six months as a matter of routine (Intemational Records Management Trust, 1999).

As the development in technology increasing throughout the years, more communication
will be received by electronic mail. However, many e-mail messages are unrelated to
official business and will not need to be retained once they have read. Officers sending
or receiving e-mail must decide whether each item received or dispatched concerns
official business and needs to print so that a copy is placed on file. Nevertheless, when
incoming e-mail is print for filing, any reply should also be printed and filed with the

incoming message (Intemational Records Management Trust, 1999).
3.3.2 OUTGOING CORRESPONDENCE

For every letter leaving the records office, the recording officer must quote the full address and
reference number which is file reference and folio number as well as the references of any other
correspondence cited in the text of the letter. Security or privacy markings are typed in a notable
position at the top and bottom of each sheet either on the left or the right of the letter. So, the
records officer is responsible for mailltaining a record of what is dispatched. To keep track on
information about the letters leaving the office, the records officer need to note it in the Outward
Correspondence Register. Where the details of the letters are taken which are a serial number,
date letter received for dispatch, date dispatched, the subject of the letter, reference number of
the letter, the name of the addressee of the letter and mode of the shipment (International

Records Management Trust, 1999).
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For delivery of the mail, the records officer will then pass the letter that is ready to dispatch to a
messenger, together with the Messenger's Dispatch Book, which contains information about the
letter that is delivered by hand. When delivering the letters, the messenger must obtain the
name and signature or initials of the persons whom he delivers the letters (International Records

Management Trust, 1999).
3.3.3 FILING PAPERS

Indeed, files are the major part of every organization as it provides formal evidence of the
business operation of the organization. Files play a vital role as the purpose is to maintain and
provide access to the evidence anytime when it is needed by accountability and business
practice. By having a proper system of filing, it provides the organization faster and systematic
filing, faster retrieval of information and increases administrative stability. Hence, to obtain

systematic filing system, the following aspects need to be done:
I. The Registered File

The registered file is an organized assembly of documents kept together for use and
relating to a specific subject, type of transaction or area of business. Thus, the registered
file must have three components which are a) a cover to protect the contents and act as
a title page and a record of the archive’s circulation b) the contents and c) some method
of securing the whole together. It also seems that the essential requirement of filing is for
maintaining the order of docg_ments within the file in which it establishes the context
within which decisions and actions were taken and the sequence of those decisions and

actions (Intemational Records Management Trust, 1999).
Il. The Classification System

The individual files and forms of records are in the classification systems which both are

required to identify as the classification system indicate the relationship between files and
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records. It is because, without some system for classifying papers, it is not possible to
show the links between related files consistently and accurately. Apart from that, each file
must have a unique identifying reference number to maintain the efficiency of office filing

and records system in an organization (International Records Management Trust, 1999).
llf.  Numbering Papers on Files

Documents and accompanying enclosures must place on files in order of date with the
recent one is on the top. Each paper on the archive needs to be number consecutively in
the top right-hand side with the number being enclosed in a small circle (International

Records Management Trust, 1999).
IV. Minute Sheets

The split file system is the standard method of maintaining registered papers on files
where it is divided into several parts which are the incoming letters, copies of outgoing
lefters, memorandum and notes of meetings, statistical data, and similar documents are
placed on the right-hand side of the file and secured by a treasury tag. Meanwhile, a
series of minute sheets is on the left-hand side of the opened file, and it is secured with a
treasury tag. The purpose of these sheets is to enable action officers and record officers
to bring attention to particular action points arising from correspondence (Iinternational

Records Management Trust, 1999).
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3.4 RECORDS LIFE CYCLE

The life cycle of records is an important concept in Records Management where it shows how a
file is created and used. There are four phases of records which are creation, active records,

semi-active/inactive files and final disposition. The phases described as in the diagram below.

Diagram 3.1: Life cycle of records
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Source: Montgomery College (2016)

The first phase, creation is the phase ff records to begin the life cycle when they are created or
received. The second phase of the life cycle is active records. The active records are frequently
needed. They are retrieved at least once per month, so they are stored in readily accessible
office spaces. The third phase is semi-active or inactive records where the semi-active records
are not needed for day to day business, and sometimes the semi-active records are called

inactive records. Organizations need to keep them for reference, for legal reasons or financial
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reasons. They are not used often enough to justify their being stored in prime office space and
equipment. The semi-active records are often kept at a lower cost in a records center. The last
phase of the records life cycle is final disposition. The final disposition is the action that takes
place when records have no more value to an organization. It can involve first, physical
destruction of the files, second, transfer of the records to the custody of the organization

archives and third, transfer to another department or organization (Northwest Territories, 2012)
3.5 PRINCIPLES OF GOOD RECORDS MANAGEMENT

The principles of records management are very helpful to organizations in which it will be as
guidance for the record offices to manage their records properly. Besides that, the principles
also will ensure the organization to get information whenever it is needed with efficiently and
organized manner. To do this, every organization need to make sure that the records are as

follows:
3.5.1 AUTHENTIC

It must be possible to prove that records are what they appear to be and who created them, by
keeping a record of their management through time. The record keeping system will operate so
that the records deﬁved from it are credible and authoritative where the information is later
added to an existing document within a record; the added information will be signed and dated.
With electronic records, changes and additions will be identifiable through audit trails (The

National Archives of Scotland, n.d.). _
3.5.2 ACCURATE

The records must accurately reflect the transactions that they document (The National Archives

of Scotland, n.d.).
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3.5.3 ACCESSIBLE

The records must be readily available when needed (The National Archives of Scotland, n.d.).

3.54 COMPLETE

The records must be sufficient in content, context, structure to reconstruct the relevant activities

and transactions (The National Archives of Scotland, n.d.).

3.5.5 COMPREHENSIVE

The records must document the complete range of the organization’s business (The National

Archives of Scotland, n.d.).

3.5.6 COMPLIANT

The records must comply with any record-keeping requirements resulting from legislation, audit

rules and other relevant regulations (The National Archives of Scotland, n.d.).

3.5.7 EFFECTIVE

The records must be maintained for specific purposes and the information contained in them
must meet those purposes. The records will be identified and linked to the business process to

which they are related (The National Archives of Scotland, n.d.).

3.5.8 SECURE

The records must be securely maintained to prevent unauthorized access, alteration, damage or
removal. They must be stored in a secure environment, the degree of security reflecting the
sensitivity and importance of the contents where the records are migrated across changes in
technology. Organizations must ensure that evidence preserved remains authentic and accurate

(The National Archives of Scotland, n.d.).
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3.6 APPLICATION OF THE PROCEDURE OF RECORDS MANAGEMENT SYSTEMS AT

PlJ PROPERTY DEVELOPMENT SDN. BHD (PPDSB).

The trainee had experienced how to manage the records during her practical training. The task
given is as one of the learning processes in which the trainee can see how the theories are work
as exactly or different with what had been practical been done and impiemented by the
organization. Hence, by referring to the theories discussed above, several of the procedures is
adapted in the records management system at PiJ Property Development Sdn. Bhd. as the

organization has its way of managing their records.

Records are valuable assets of any organizations. The records management is an important
function of an organization. Good records not only help protect records but also enhance the
organizations’ operational efficiency. Indeed, right and proper record keeping is evidence how
well an organization is govemed. By setting out the principles and good practices relating to the
records management and providing procedures and guidelines, it may help the organization and
its employees in managing their records and if necessary, pursue improvement towards their
records management system. The procedures as stated in the theories above were containing
ways of managing the incoming correspondence, outgoing correspondence, and filing papers.
These are the guidelines for the recording officer in the record offices to manage the records

systematically.

in the real situation took place at the PPDSB, as the organization is one of the subsidiaries of
PiJ Holdings Sdn. Bhd., all the Ietters.received by PPDSB need to go through the inspection by
the records officer at administrative and staffing department of PlJ Holdings Sdn. Bhd. for the
purpose of recording details and information of the letters in the inward correspondence register
book and verified the letters by stamp it with official received stamp beforehand into the
respective organizations. The process of hand in the letters is involved getting signature or initial

of the officer who received the letters in the inward correspondence register book. The next step
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is in charge by the particular officer at the organization as in the meantime, the trainee had been
appointed to taken care of records and registered the incoming correspondence received by the
organization. So, upon receipt of the letters, the trainee recorded the details in the log book for
future reference and placed it in the respective files. These processes are reflecting what the
theories have stated, and it proves that the organization does follow the guidelines and

indirectly, the trainee understands the process of registering the inwards correspondence.

On top of that, for outgoing correspondence, based on the theory, every letter need to have the
reference number on top of the letter for the purpose of tracking in which it will be used in the
future and for taking action if needed. Adapting to the real situation at PPDSB, the executive
assistant (clerk) will take over the delivery of the letters and records all the information about the

letters leaving the office.

During the practical training, filing papers became the routine task for the trainee as aimost
every day it must be done especially updating minute for various files. By referring to the
theories, filing papers are consists several aspects which are registering files, classification
system, numbering papers on files and minute sheets. The trainee had learned on how to
manage files and ke_ep alert on the new documents that need to be classifying into different files.
As the organization's nature of the business is property and development around Johor, all the
files are categorized according to the places and projects and this system very systematic as all
files is put in their respective projects and locations. It also eases the file keeping’s employee to
find files whenever it is needed. Other than that, the trainee aiso always has to keep updating
the minute sheets of every file to enable action officers and record officers to bring attention to

particular action points arising from correspondence.
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3.7 CONCLUSION

To conclude, this chapter has discussed on the theoretical part of the particular task which is
records management system that carried out by the trainee during the practical training at PlJ
Property Development Sdn. Bhd. Throughout the discussion above, it seems that the
organization does follow the guidelines as stated in the theories. However, the trainee had
identified several weaknesses of the records management system at the organization, and it will

be discussed later on in Chapter 4.
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CHAPTER 4

RECOMMENDATIONS

4.1 INTRODUCTION

The strengths and weaknesses of the tasks highlighted in Chapter 3 will be discussed further in
this chapter. Where, solutions and recommendations will be given for better improvement in
which based on the trainee’s observation during the training period. Several improvements need
be done for better effectiveness and efficiency of the organization in managing their day to day

business.
4.2 SWOT ANALYSIS

SWOT analysis stands for Strength, Weakness, Opportunity and Threat. A SWOT analysis can
guides organizations to identify their strengths and weaknesses as well as broader opportunities
and threats. Thus, this analysis will be based on the experience gain by the trainee during the

practical training at PiJ Property Development Sdn. Bhd.
4.2.1 STRENGTHS

Based on the observation made by the trainee during the training period, there are several
strengths of the records management of the organization which is first, the records system at the
organization have facilitated to evaluate the business progress and performance in which very
helpful in maintaining the pace of organization’s business period. It means that the quality of the

organization in performing and managing their business is based on the records management.

Second, the records management helps in evaluating the progress of the organization where the
records can assist in preserving organization’s history, and past records will show the direction

to the organization. So that, the organization can compare and measure their progress in
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completing projects. The records are aiso helpful for the upper management to know what is
going on in the organization and indirectly can take action on the particular issue that needs to

be a concern.

Lastly, the records management in the organization is also helpful in making the decision as the
records are known as the memory of business where its records all the transaction made either
internal or external to the organization. Thus, the records management is useful for future
decisions making process in which it supplies information to the organization especially the

upper management whenever it is needed.
4.2.2 WEAKNESSES

Every organization has its weaknesses and it same goes to PlJ Property Development Sdn.
Bhd. There are some weaknesses have been identified by the trainee throughout the training
period. The first one is the trainee need to updating minutes of various files for almost every day.
This task is taking too much time. Supposedly, the time use can be spending more to complete

another task that needs an immediate response.

Second weakness that has discovered is there is no record of inward correspondence been
done either manually or in an electronic record. Without registering letter received by the
organization, this situation may give difficult times for employees to quickly retrieval of letter's

information when needed. Thus, it will lower the rate of organization’s efficiency in taking action.

Last but not least, the third weakness is there is no recording of file movement in which the
tendency to lost track of records is high. Based on the trainee’s observation towards the
organization's records system, there is sometimes the employee who handles the records
system is lost track on files and cannot trace the whereabouts of the missing files when needed

by other employees. So, the purpose of records of file movement is to assists in managing the
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movements of files specifically to know the location of the records and who is in possession of a

file. Thus, these are the weaknesses that the organization needs to improve.
4.3 RECOMMENDATIONS

Indeed, every problem has its solutions, and every weakness has to make an improvement. The
improvement made can enhance the effectiveness and efficiency of an organization. The better
the system, the more efficient the organization can be. By referring to the weaknesses discussed
above, there are several recommendations for improving the weaknesses of the organization’s

records management system.

For improving the primary weakness, the recommendation that can be made for improving the
weakness is updating the files’ minutes once or a couple of days or by weekly. This task can be
done after there are sufficient collections of documents that need to be placed in files so that the
particular employee will not only doing that task and thus, he or she can focus on the other job.

Hence, it can help to make office works more efficiently and effectively.

Apart from that, the recommendation for improving the second is making a pretense of action by
having inward correspondence register to record the received letter either by manually or by an
electronic record. It is known that the records are necessary for any organizations in which it will

act as evidence at the time of dispute as it is essential for the settiement of a dispute.

Lastly, to improve the third weakness, the organization should create file movement slip in a
view to easing the process of managing the movement of files. It is because files are frequently
passed forwards and backward between officers for short periods as a part of everyday
business. So, whenever officers request for a file, the information need to be recorded to ensure
the recording officer keep track of the files. So that the recording officer knows the location of the
files and with whom the file is. it is indirectly preventing missing files and lost track when the files

are in need.
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4.4 CONCLUSION

To conclude, in this chapter, the strengths, and weaknesses of the task given to the trainee
during the practical training had discussed. To improve any flaws in the organization’s records
management system, the trainee has suggested several recommendations that can be used by
the organization. In fact, without continuous effort to keep improve, no organization can achieve

what they are desired to achieve if they are not efficient in handling their internal problems.
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CHAPTER §

CONCLUSION

5.1 INTRODUCTION

The summarization of all chapters in this report will be discussed in this chapter and it will also

conclude the trainee’s experience in performing duties during the practical training.
5.2 SUMMARY OF CHAPTER 1

in Chapter 1, it is basically about the background of the trainee’s place of practical training, PlJ
Property Development Sdn. Bhd., in which it will develop an understanding of the trainee about
the organization in depth. Actually, in the employment’s world, it is necessary for an employee to
know about their workplace as the more an employee know about their organization, where it is
helpful for them to know how they are going to do with their work as some objectives and goals

need to achieve.

Apart from that, from the background and history of the organization, the trainee found that the
organization is one of the subsidiaries company of PiJ Holdings Sdn. Bhd. where to involve in
different types of the business field which are plantation and agriculture, manufacturing and
property development. To add, also found that PiJ Holdings Sdn. Bhd. helps Bumiputera a lot
where they hold the principle of mai-rltaining 100% Bumiputera equity participation. Thus, it
shows that this organization has their way of expanding their company by involved various

sector.
5.3 SUMMARY OF CHAPTER 2

This chapter represents the trainee’s experience and the daily tasks that she had been carried

out throughout the training period. Various tasks were given to the trainee, and it gives the
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trainee opportunities to know how a particular task is carrying out. It is indeed allowed the
trainee to carry on responsibilities to complete the job on time with guidance from another
employee. Besides that, the trainee leams how to adapt to the working environment and also
find out how the worker’s at the organization work in which it gives inspirational to the trainee to
give a full commitment as much as those employees. Hence, it was a must for every student to
learn the practical part of their course beside theories learned in the classroom which it will

broaden their view of the real world situation.
5.4 SUMMARY OF CHAPTER 3

This chapter is explained and discussed in the relationship of the theories leamed from various
subjects within the course and the task carried out by the trainee during the practical training.
Throughout the training period, various tasks are assigned to the trainee and for this report, only
focused on a task which most of the time is performed by the trainee which is records
management. So, the discussion in the chapter will regard on the relations of the records
management theory with the real situation occur at the records management of the organization.
Therefore, this chapter will show how the theory learned in the classroom is being practiced by

the organization as a whole.
5.5 SUMMARY OF CHAPTER 4

In Chapter 4, the SWOT analysis of the organization is discussed where the trainee had
determined several strengths and w_gaknesses of the organization and several suggestions
come up by the trainee to solve some problems happen. Also, this analysis also may bring to the
organization attention for them to aware of the problems that they have. So that the
management can plan strategies to overcome those problems to improve their efficiency.
Besides that, the organization can treat their strengths as the opportunity and avoid the threat

that might harm their organization and in turn, it becomes challenges for them to achieve their
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objectives and goals. Other than that, the analysis also may help the organization to keep
improving as the trainee had suggested several recommendations and suggestions based on
the weaknesses listed out by the trainee which they can take into consideration. So that, the

organization can increase their productivity and their quality in managing their business.

5.6 CONCLUSION

To conclude, Chapter 5 is represent all chapter in this practical report by concluding it by

summarized it briefly and explained what have discussed in those chapters.
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Appendix A: Log Book (refer to the next page)
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Appendix B: Pictures of preparation of the Groundbreaking Ceremony of RMMJ Stulang

Baru, Johor

. Source: Trainee's fieldwork, 2016

42



Appendix C: Pictures of after the Groundbreaking Ceremony of RMMJ Stulang Baru,

Johor.

Source: Trainee’s Fieldwork, 2016

Appendix D: Turn It in of Report Practical (Refer to the next page)
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