
UNIVERSITI TEKNOLOGI MARA SARAWAK 

FACULTY OF ADMINISTRATIVE SCIENCE 

AND POLICY STUDIES 

BACHELOR OF ADMINISTRATIVE SCIENCE (HONOURS)

PRACTICAL TRAINING REPORT (ADS667) 
PEJABAT DAERAH KOTA TINGGI (PDKT)

PREPARED BY 

NABILAH BINTI ZAKARIA 2013410324

JUNE 2016



SUPERVISOR’S COMMENTS

MODERATOR’S COMMENTS



CLEARANCE FOR SUBMISSION OF THE PRACTICAL REPORT BY THE 
SUPERVISOR

Name of supervisor : MISS NONI HARIANTI BINTI JUNAIDI

Title of Practical Report: AN OVERVIEW OF ADMINISTRATION IN PEJABAT 
DAERAH KOTATINGGI

Name of Student I : NABILAH BINTI ZAKARIA

I have reviewed the final and complete practical report and approve the submission of 
this report for evaluation.

Date:



THE DECLARATION

Declaration

I hereby declare that the work contained in this practical report is my own except those 

which have been duly identified and acknowledged. If I were later found to have 

committed plagiarism or other forms of academic dishonesty, action can be taken 

against me under the Academic Regulations of UiTM’s.

Signed.

Name: Nabilah binti Zakaria



ACKNOWLEDGEMENT

First and foremost, I would like to praise to Allah, the Almighty because bless me in 

completing my practical report. Without God blessing, I will not have successfully 

completed this practical report. May Allah gives the reward and bless to all people as I 

mentioned as below. It was a very tough and challenging task to be completed indeed, 

but with helps from my supervisor, Miss Noni Harianti binti Junaidi, the burden was 

become lighter than before. So, special thanks to her from the bottom of my little heart 

because become so helpful throughout completing this practical training report. I also 

would like to name my parents and my siblings as the ultimate supporters either in 

financial or moral supports. Without them, this practical report may reach the halfway 

only. Not to forget, I want to thanks to my host supervisor during my practical training, 

Encik Zairul Adilla bin Haji Zani for all the helps and guidance during my eight weeks in 

Pejabat Daerah Kota Tinggi. Special thanks to all colleagues and friends for giving a 

good cooperation and courage me to pursue our next level education.

Alhamdullilah,

Nabilah binti Zakaria

Bachelor of Administrative Science (Honours)

Faculty of Administrative Science & Policy Studies

Universiti Teknologi Mara, Sarawak



Table of contents

Declaration
Supervisor clearance
Acknowledgement
List of figure

Chapter 1: Introduction of the organization

1.1 Introduction 1
1.2 Introduction to Pejabat Daerah Kota Tinggi 1-7
1.3 Organizational objective 8
1.4 Vision and Mission of Pejabat Daerah Kota Tinggi 8
1.5 Logo of Pejabat Daerah Kota Tinggi 9
1.6 Organizational structure of Pejabat Daerah Kota Tinggi 10-12
1.7 Services provided in Pejabat Daerah Kota Tinggi 12
1.8 Chapter summary

Chapter 2: Schedule of practical training

2.1 Introduction 14
2.2 General summarize of practical training 14
2.3 Schedule of practical training 15

2.3.1 1st week 15-16
2.3.2 2nd week 16
2.3.3 3rd week 16
2.3.4 4th week 16-17
2.3.5 5th week 17
2.3.6 6th week 18
2.3.7 7th week 18-19
2.3.8 8th week 19-20

2.4 Chapter summary

Chapter 3: Task analysis

3.1 Introduction 21
3.2 Task Analysis 21-22
3.3 Definition of concept 22

3.3.1 Office administration 22-23
3.4 Office administrative function 23

3.4.1 File management 23-24
3.4.1.1 Filing by date 24
3.4.1.2 Filing by number 24
3.4.1.3 Filing by topic or subject 25



3.4.1.4 Filing by alphabetical order 25
3.4.2 Recording 25-26
3.4.3 Storage 26-27

3.5 Application on office administrative function 27-28
3.5.1 File management 28-31
3.5.2 Recording 31-33
3.5.3 Storing 33-35

3.6 Strength and limitation analysis 36
3.6.1 Strength of the activity 36-37

3.6.1.1 Cooperation among the staffs 37
3.6.1.2 Time management 37-38

3.6.2 Limitation of the activity 38
3.6.2.1 Resources 38
3.6.2.2 Misplace of the documents 39

3.7 Chapter summary 39

Chapter 4: Recommendation

4.1 Introduction 40
4.2 Recommendation 40

4.2.1 List and preparation of the resources 40
4.2.2 Re-arrange and re-located the table 41
4.2.3 Give more chances to the practical student to 

involve in outdoor activity 41
4.2.4 Throw out the unused and disposable materials 42
4.2.5 Hold meeting for the entire staffs 42-43

4.3 Chapter summary 43

Chapter 5: Conclusion

5.1 Introduction 44
5.2 Summary of Chapter 1 44
5.3 Summary of Chapter 2 44
5.4 Summary of Chapter 3 45
5.5 Summary of Chapter 4 45
5.6 Summary of the report 45-49

References
Appendix



List of figure

Figure 1.1: Map of the Pejabat Daerah Kota Tinggi 2

Figure 1.2: View of Bangunan Sultan Iskandar 2

Figure 1.3: The main entrance of Pejabat Daerah Kota Tinggi 3

Figure 1.4: The information board at the entrance of the Pejabat

Daerah Kota Tinggi 3

Figure 1.5: The waiting area for the customers of the Pejabat

Daerah Kota Tinggi 4

Figure 1.6: The environment in the office of the Pejabat Daerah

Kota Tinggi 4

Figure 1.7: The place for discussion in the Pejabat Daerah Kota

Tinggi 5

Figure 1.8: The payment counters of the Pejabat Daerah Kota Tinggi 5

Figure 1.9: The entrance of the meeting rooms of the Pejabat Daerah 

Kota Tinggi 6

Figure 2.0: The meeting room of the Pejabat Daerah Kota Tinggi 6

Figure 2.1: Photocopy & Operation room of the Pejabat Daerah Kota

Tinggi 7

Figure 2.2: The store of the Pejabat Daerah Kota Tinggi 7

Figure 2.3: Loo of Pejabat Daerah Kota Tinggi 9

Figure 2.4: The organizational structure of Pejabat Daerah Kota Tinggi 10

Figure 3.1: The project files that have to separate according to its 

sequences by number. 29

Figure 3.2: During the separation of the project files 30

Figure 3.3: After the project files have been separated according to its 

sequences. 30



Figure 3.4: The example of the document that must include in the 

project files 31

Figure 3.5: The example of the record book to be written regarding 

The information of the projects 32

Figure 3.6: During the recording activity 33

Figure 3.7: The project file that have been recorded and ready to be 

packed into the boxes 34

Figure 3.8: The boxes with label that include the project files to be 

kept in the store 35

Figure 3.9: All the boxes were kept in the store 35

Figure 5.1: During the delivery my task as a protocol committee 47



CHAPTER 1

INTRODUCTION OF THE ORGANIZATION

1.1 Introduction

This chapter will highlight on the background of the organization which 

include the introduction of Pejabat Daerah Kota Tinggi, the organizational 

objectives, the mission and also about the vision statement of the 

organization, the logo of the organization, the organization structure, the 

service provided and the summary of the entire chapter.

1.2 Introduction to Pejabat Daerah Kota Tinggi

Pejabat Daerah Kota Tinggi was located in Aras 2, Bangunan Sultan 

Iskandar, in Kota Tinggi, Johor. Administrative area includes 10 districts with 

population estimates 200,000 people who are subscribers to the service 

provided in this office. Pejabat Derah Kota Tinggi is a department responsible 

Kota Tinggi in regional development and at the same time introduce Kota 

Tinggi in the eyes of the world. The department is also a centre for change, 

challenge and influence in social and cultural forms. In addition, the Pejabat 

Daerah Kota Tinggi also serves as institutional development support in the 

grassroots level in every area in the district of Kota Tinggi. The higher 

administrator of this office and in the town called Pegawai Daerah (District 

Officer), which normally being changed every five to six years as being 

promoted by the city council. His official home can be seen nearby the field of 

the city called Padang Kerajaan Kota Tinggi, nearby the highest building



located the administration of Kota Tinggi government which is the Bangunan

Sultan Iskandar.

Hangman 
Sutesfl

Figure 1.1: Map of the Pejabat Daerah Kota Tinggi, Bangunan Sultan

Iskandar.

Figure 1.2: View of Bangunan Sultan Iskandar



Figure 1.3: The main entrance of Pejabat Daerah Kota Tinggi

Figure 1.4: The information board at the entrance of the Pejabat Daerah

Kota Tinggi



Figure 1.5: The waiting area for the customers of the Pejabat Daerah

Kota Tinggi.

Figure 1.6: The environment in the office of the Pejabat Daerah Kota

Tinggi.



Figure 1.7: The place for discussion in the Pejabat Daerah Kota

Tinggi.

Figure 1.8: The payment counters of the Pejabat Daerah Kota Tinggi.



Figure 1.9: The entrance of the meeting rooms of the Pejabat Daerah

Kota Tinggi.

Figure 2.0: The meeting room of the Pejabat Daerah Kota Tinggi.



Figure 2.1 Photocopy & Operation room of the Pejabat Daerah Kota

Tinggi.

Figure 2.2 The store of the Pejabat Daerah Kota Tinggi.



1.3 Organizational Objective

Just like another organizations, Pejabat Daerah Kota Tinggi was practised 

some objectives. One of the objectives is to improve the socio-economic 

extent of the community more effectively. Secondly, the objectives is forming 

positive public attitude change in the spiritual and physical aspects, while they 

are also have objective to create the progressive and innovative community. 

The next objective of Pejabat Daerah Kota Tinggi is foster social cohesion to 

ensure the safety, welfare, harmony and prosperity of the country and finally, 

the objective of Pejabat Daerah Kota Tinggi was providing the professional 

services and customer friendly.

1.4 Vision and Mission of Pejabat Daerah Kota Tinggi.

Vision and mission of an organization is a very important element because it is 

the starting point for the success of an organization and their target. In order to 

achieve their target, they must first do to achieve their vision which is to 

achieve the short term target. So, for the Pejabat Daerah Kota Tinggi, their 

vision is aiming for the development of the state of Johor holistically and the 

mission of this organization was to design and implement effective regional 

development in line with government policies and the needs of society.



1.5 Logo of the Pejabat Daerah Kota Tinggi

Figure 2.3: Logo of Pejabat Daerah Kota Tinggi

Source: Kota Tinggi District Office (2015)

Logo of Pejabat Daerah Kota Tinggi comprises a central shield, a crown, two 

supports and a motto. The Crown symbolises the sovereignty of the Sultan. 

Four stars at the corners of the white shield represent the four original 

territories of the state which are Johor Bahru, Muar, Batu Pahat and Endau. 

The star and-the crescent moon in the middle symbolises Islam as the official 

religion. The two supports are represented by tigers as they symbolise 

courage and strength. The graphic design at the bottom of the shield 

represents gambier and pepper, the two main agricultural products of the 

state. The motto for Johor, written in Jawi (Arabic script), means “Unto Allah, 

Resigned”.
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By referring to the organizational structure, there are about 1 District Officer, 

which is Haji Mohd Norazam bin Dato’ Haji Osman, 3 numbers of Assistant 

District Officers and 49 number of the staffs and support staffs in Pejabat 

Daerah Kota Tinggi. Everyone is having a huge responsibility and they have to 

play their roles to ensure their operation and their services are well delivery to 

the customers which is publics. In every district, the District Officer is the 

highest position and he has appointed by the Sultan to be His Highness’s 

representative towards the region. So, the district office is automatically as the 

authority for the Sultan, and the staffs in the organization has to play their 

roles in order to fulfil the command of Sultan.

It is clearly shown in the organizational structure; there are about two sections 

in the organization, which are Development Section and Management Service 

Section. Under the Development Section, there are divided into two units, 

which are Physical Development Unit and Social Development Unit. For the 

Physical Development Unit, they are operating for the physical development 

such as the tenders and the projects that were been given provision by the 

members of parliament and by the government. While for the Social 

Development Unit is conduct for the development of people and to help the 

certain group of people such as through such programs, for example like E- 

Kasih Programme and Focus Group Programme.

The other section is Service Management which is divided into three units 

which are Administrative and Financial Unit, Ceremony and Celebration Unit, 

and Safety Unit. Administrative and Financial Unit are operates in the 

administration of the staff and the whole office as well as to manage about the 

financial and the budget for the Pejabat Daerah Kota Tinggi. Besides, the 

11 I P a g e



Ceremony and Celebration Unit are handling for the events and programs 

such as formal programme at the district level. Lastly, Safety Unit covers on 

the safety of the district of Kota Tinggi.

1.7 Services Provided in Pejabat Daerah Kota Tinggi

Pejabat Daerah Kota Tinggi PDKT is representative of the Sultan in the district 

of Kota Tinggi and it is the executing agency of the State Government. They 

are also plan, organize and carry out the policies of economic and social 

development in line with the requirements of National Development. Other 

than that, the services provided in Pejabat Daerah Kota Tinggi was to serve 

judicial and planning as well as law enforcement against the people, while 

they are also coordinate the work and tasks in the area of government 

departments in planning and implementing development projects or services. 

Pejabat Daerah Kota Tinggi also accept and help to manage actions towards 

clear or settle for a complaint or grievance or reasonably appropriate customer 

problems quickly, efficiently and effectively. Moreover, Pejabat Daerah Kota 

Tinggi also manage production orders or work orders government within one 

week from the date of invoice and details work is received from the relevant 

customer and managing programs and projects in all aspects of development 

related to population and society with sincerity, efficient, friendly and efficient. 

In addition, they also provide the service in a complete application for a 

license such as for entertainment license and business license.



1.8 Chapter Summary

In this chapter, I had explained about the organizational background of 

Pejabat Daerah Kota Tinggi. I also had identified their vision, mission and 

objective of the organization. I also know about the organizational structure 

such as the hierarchy from lower until upper level of management. I am well 

informed about the background of this organization and the function of Pejabat 

Daerah Kota Tinggi. Hence, I have been informed about their services 

provided by the organization. So, it can enhance my knowledge after having a 

practical training in Pejabat Daerah Kota Tinggi.



CHAPTER 2

SCHEDULE OF PRACTICAL TRAINING

2.1 Introduction

This chapter will focus on the training schedule of practical training. It begins 

with Introduction. Then, it will be continue with Schedule of Practical Training 

and the summary of the chapter.

2.2 General summarize of practical training

During the eight weeks of practical training period, I was assigned in 

Administration Unit, Community Development Unit, Financial Unit, Technical 

Development Unit and Secretary Unit. Since I have been given to assign in 

various units, my supervisor had asked me to rotate the task in weekly and 

according to the needs. I have spent 8 weeks period in this division under the 

instruction of my supervisor, Encik Zairul Adilla bin Haji Zani which will 

conduct and teach me as a trainee. I was given with various tasks which 

relevant to my degree and my course outline while others are for the purpose 

of exposure to other fields that are semi-related. Besides that, I am also 

learned to improve my soft skills as well as management techniques when 

dealing with superiors, subordinates and the public. Moreover, I am also was 

given the opportunity to work on the ground such as being a committee in the 

programs and the events so as to familiarize myself on how to handle the 

events or programs which will be the important and useful to me for my future 

as an administrator.



2.3 Schedule of Practical Training

For the period of within eight weeks, my supervisor and the other staffs had 

given several tasks and jobs to enhance my knowledge. I did several tasks for 

helping the staff in the organizational especially in each of the units that had 

been assigned to me to work on.

2.3.1 1st week (20th January 2016 to 28th January 2016)

On this week, I have arrange minutes of meeting according to its sequence 

which is older to latest and record into the file. Besides, I also have recorded 

and update the report of physical development project under the “Laporan 

PBR” (Laporan Bantuan Rumah 2015) under the provision of "Program Mesra 

Rakyat” by the Parliament. Then, I also have type the report of “Jawatankuasa 

Pengurusan Kewangan Dan Akaun (JPKA)” which consists in “1 Pekeliling 

Perbendaharaan Malaysia (1PP)”. Other than that, my task on this week also 

prepared the slideshow about the “Lampiran B” which is “Laporan 

Jawatankuasa Pengurusan Kewangan Dan Akaun Kementerian / Jabatan / 

PTJ” and “Lampiran C” which is “Laporan Suku Tahun Jawatankuasa 

Pengurusan Kewangan Dan Akaun di Peringkat PTJ / Badan Berkanun”. 

Moreover, I also fax the letter of "Mesyuarat Jawatankuasa Wabak Denggi 

Peringkat Daerah Kota Tinggi, Bil 3/2016" to the several government 

department which necessary to attend the meeting and key in the date for 

projects that have been offered to all the contractors such as for the project of 

“Project Pembangunan Negeri Johor”, MARRIS, and Program Bantuan 

Rumah (PBR)”. Finally, I have also being a registrar for meeting “Mesyuarat



Sukan Johor Muar 2016” and help the Coordinator of "Majlis Sukan Daerah

Kota Tinggi” along the meeting session.

2.3.2 2nd week (29th January 2016 to 4th February 2016)

On this week, I have record for about 2000 names of the company into the 

book, titled “Buku Daftar Fail Projek Di Bawah Peruntukan Federal Bagi Tahun 

2015”. Then, I also help to clean up the desk in Technical Unit and arrange for 

about 2000 files of projects which along the year of 2015, according to its 

sequence (number of the files), record and keep the files into the box will 

labelled and keep the entire box into the Store Room. Finally, I also have 

arrange minutes of meeting according to its sequence which is older to latest 

and record into the file.

2.3.3 3rd week (5th February 2016 to 11th February 2016)

On this week, I am taking emergency leave on 7th February and 8th and 9th 

February were Public Holiday (Chinese New Year). Then, when the public 

holiday is over, I have arrange minutes of meeting according to its sequence 

which is older to latest and record into the file.

2.3.4 4th week (12th February 2016 to 18th February 2016)

On this week, I have type the list of “Bantuan Rakyat 1 Malaysia” (BR1M) 

receiver according to its Parliament which are for Kota Tinggi Parliament, 

Tenggara Parliament and Pengerang Parliament. All this list of the BR1M 

receiver is under the title of “Senarai Penerima Bantuan Rakyat 1 Malaysia”. 

Besides, I also have prepared for the files and minutes of meeting for the next 



meeting which is “Mesyuarat Tindakan Daerah”. There are about 10 files to be 

prepared. Moreover, I also Attend “Mesyuarat Fokus Group Program 

Pembasmian Kemiskinan Peringkat Daerah Kota Tinggi Bil 1/2016”. After I 

attended to the meeting, I had learn to prepare for Minutes of Meeting. Then, I 

also type the letter, titled “Mohon Penutupan Fun Fair Di Sungai Rengit, 

BH1/2016”. Other than that, I also have edit “Laporan Lawatan Kerja Pegawai 

Daerah Kota Tinggi, Bil 2/Tahun 2016”. Finally on this week, I have wrote the 

information regarding the services of Encik Husin bin Sudin, a Technician, into 

the book, titled “Buku Rekod Perkhidmatan dan Cuti (P/3832) and also Encik 

Aladdin bin Ali, a Technician, into the book, titled “Buku Rekod Perkhidmatan 

dan Cuti (P/2940)”.

2.3.5 5th week (19th February 2016 to 25th February 2016)

On this week, I had being a secretariat for the “Kejohanan Badminton Terbuka 

Peringkat Daerah Kota Tinggi” under the "Majlis Sukan Negeri Johor”. Then, I 

also wrote the information regarding the services of Encik Zairul Adilla bin Haji 

Zani, Assistant District Officer into the book, titled “Buku Rekod Perkhidmatan 

dan Cuti”. Other than that, I also type the letter, titled “Kaji Selidik Persepsi 

Awam Mengenai Isu-lsu Berka it an Penyediaan Rumah Mampu Milik (PDKT 

30/1/26)”. After that, I also have attend “Mesyuarat Laluan Ke Gunung Panti”. 

Besides, I also have fax the letter (PDKT 30/1/26) to the 18 numbers of related 

Government Agencies and also type “Notis Sebut Harga (PDKT.9/2016)”.



2.3.6 6th week (26th February 2016 to 3rd March 2016)

The first thing I did in this week was to replace Puan Khairiah binti 

Shamsudin’s position which is Customer Service Officer since she was took 

leave. So, during the replacement, I had experienced on dealing with publics 

which were attending to PDKT due to their needs such as asking for "Surat 

Akuan Bujang” and "Pembelian Sebut Harga” while I am also received various 

calls from publics. Other than that, in this week, I was also separate the 

expired licenses of “Pusat Khidmat Kontraktor” (PKK) from each of the files 

under Technical Unit. Moreover, I was also attend “Lawatan Rasmi Dull Yang 

Maha Mulia Raja Zarith Sofiah binti Almarhum Sultan Idris Shah’’, Permaisuri 

Johor in Johor Lama and being a protocol committee which is to escort DYMM 

Raja Zarith Sofiah around the council. Besides, I also type Minutes of Meeting 

for “Mesyuarat Jawatankuasa Kerja Keselamatan Daerah Kota Tinggi, Bil. 

02/2016" and the list name of athletes for “Sukan Johor Muar 2016”. Last but 

not least, I also type the details and information of the beneficiaries and 

posted on the file and into the book, titled “Buku Daftar Permohonan Skim 

Pembangunan Kesejahteraan Rakyat” according to the "Mukim” which are 

Mukim Johor Lama and Mukim Sedili Besar.

2.3.7 7th week (4th March 2016 to 12th March 2016)

The first thing I did in this week was attended ‘‘Majlis Pelancaran Pelan 

Pembangunan Pertumbuhan Strategik Negeri Johor” in Educity Stadium & 

Sports Complex, Nusajaya Johor. During this ceremony, I was involved in 

helping for giving the souvenir to the Prime Minister, Dato’ Seri Mohd Najib bin 

Tun Haji Abdul Razak to represent the district of Kota Tinggi. The next day, I 



had printed out the materials and documents for the preparation of the “Kursus 

Terimaan Hasil Negeri Johor” which will be attend by Puam Norliza binti Abdul 

Razak, an Administrative Assistant. Moreover, I also had typed the details and 

information of the beneficiaries and posted on the file and into the book, titled 

“Buku Daftar Permohonan Skim Pembangunan Kesejahteraan Rakyat" for the 

Mukim Sedili Besar, Mukim Tanjung Surat, Mukim Pantai Timur and Mukim 

Pengerang. Then, I also had posted the printed information about the 

beneficiaries into the book, named "Buku Daftar Permohonan Skim 

Pembangunan Kesejahteraan Rakyat (SPKR)”. Then, I has arranged minutes 

of meeting according to its sequence which is older to latest and record into 

the file, titled “Majlis Daerah Kota Tinggi (PDKT.3/1 Jld.9)”. Finally, during this 

week, I also had attended “Majlis Penyerahan Bendera Kontingen” for “Sukan 

Negeri Johor Muar 2016” and help the Coordinator of “Majlis Sukan Daerah 

Kota Tinggi” to represent the flag of the district of Kota Tinggi to the District 

Officer, which will be given to each of the contingents.

2.3.8 8th week (13th March 2016 to 16th March 2016)

The first thing I did in this final week of my practical training was type a letter, 

titled “Tuntutan Jamuan Mesyuarat Bersama JKKK Kampung Teluk 

Empang/JKKK Sungai Kapal/JKKK Kampung Jawad an JKKK Pengerang". 

Besides, during this week, I also had checked for about 100 numbers of “Resit 

Bayaran Jualan Borang Sebut Harga” and help Encik Zah’huri bin Hj Jamil to 

open “Surat Borang Sebut Harga” and to count the quantity of the “Borang 

Sebut Harga” for each of the tenders. Then, I did key in and print out for about 

26 numbers of information of the contractors for "Borang Sebut Harga” for the 



set of PDKT.S.4/2016, PDKT.S.6/2016 and PDKT.S. 12/2016. Then, during my 

last day of internship, I had replaced Puan Badariah binti Md Apin’s position 

which is Secretariat and Personal Assistant of the District Officer since she 

was took leave for two days and finally, I had attended for the “Majlis 

Perpisahan Pelajar Praktikal” which is for my farewell in Bilik Gerakan Pejabat 

Daerah Kota Tinggi.

2.4 Chapter Summary

In Chapter Two, the trainee has explained about the tasks and the job 

description that the trainee did during the eight weeks of the internship 

programmed. The tasks given to the trainee were consistent as the guidance 

provided by the faculty. The task mainly related to the scope of administration 

and management which is align with the course outline for the education of the 

trainee. The trainee was able to connect, apply and relate all the education 

and the theory in what she learnt for her degree studies into the practice 

during the practical training in Pejabat Daerah Kota Tinggi. Therefore, it is 

valuable experience that trainee can get through an internship programmed 

and it has enhanced the knowledge and experience of the trainee for her 

future and when she became an administrator or as an officer in the future.



CHAPTER 3

TASK ANALYSIS

3.1 Introduction

This chapter will discuss on the analysis of the practical training. It begins with 

task analysis which focuses on one area of tasks that trainee did the most 

during practical training. Then, it will cover in term of definition of office 

administration and continues with definition on office administration function. 

Next is application of office administration function with student personal 

experience during training. After that, this chapter also discuss on SWOT 

analysis and the summary of the chapter.

3.2 Task analysis

Throughout practical training, I have been exposed with multi-various task that 

needed me to cope with a lot of new situation. Since I am the trainee who has 

been asked to rotate in various departments in Pejabat Daerah Kota Tinggi 

(PDKT), I am having such a priceless experience which is involve in the 

various department I used to work with. Since PDKT is mainly providing 

services rather than product, there are a lot of task related to the 

Administration, Counter Service, and Public Relation. Moreover, PDKT also 

focuses on social fields, such as Services, Financial, Meetings, and some 

Data Processing.

Administration covered office administration, file management and process 

flow. In PDKT, they will manage about more than two thousands projects in 

yearly basis. This will be conducted under Physical Department Unit, which is 



to accomplished several projects and tenders in order to help people who are 

qualified to receive any assistant from government such as housing. There is 

a lot of assistance such as by Members of Parliament, Menteri Besar, Pejabat 

Daerah and etc. This is the file management activity that will in charge by the 

Technical Unit and all the files regarding the documents of each of the projects 

will be arranged by its sequence, recorded, and keep in the store of the office 

which is basically will finalize them in the end of the year until the beginning of 

the next year. It is depends on the quantity of the total projects that have been 

done during the whole year.

So, since I am also asked for assist in Physical Development Unit, I have go 

through the process in file management and process flow which is to arrange 

the file which is consist of all the documents regarding the projects, record 

them into the book and keep those files into the box with label and sent them 

out into the store. Those files were about all the projects that PDKT has held 

during the year of 2015, which is the previous year. This process has taught 

me to make the clearer and better understanding in order to the office 

administration.

3.3 Definition of Concept

3.3.1 Office Administration

Basically, according to Pearson Education (2005), office administration is a set 

of day-to-day activities that are related to financial planning, record keeping 

and billing, personnel, physical distribution and logistics. This is because 

administration function is the main roles in every organization. This is because 

every department in the organization will depends on administration since 



administration will covered and hold the whole activities in the organization. In 

PDKT, I have found that an office administrator has the responsibility of 

ensuring that the administrative activities within an organization run efficiently, 

by providing structure to other employees throughout the organization. These 

activities can range from being responsible for the management of human 

resources, budgets and records, to undertaking the role of supervising other 

employees. These responsibilities can vary depending on the employer and 

level of education.

3.4 Office Administrative Function

3.4.1 File Management

As I taught during my studies, theory said that one of the most important 

administrative systems to establish and maintain is an efficient filing 

management system. The good structured file management system in an 

office is really needed because if organisational documents are easy to find 

and are all systematically kept in one place, it will be much easier for staff to 

find the documents and information they need. In addition, when the time 

comes to report to the governing body, funders or members, the information 

needed to compile the report will be much more readily accessible. It is best to 

keep the records on projects separate from administrative documents. Also, it 

is a good idea to number files so that people can find and replace them 

quickly. Big offices may even want to develop an index system for their files. A 

filing system can be set up in filing cabinets, using different drawers for 

different categories of document, or in box files kept on shelves. The important 

point is that they are all kept in one or two designated areas and that the files



are updated regularly. Wherever possible each member of staff should be 

encouraged to do their own routine filing. Hence everyone needs to 

understand the system that is being used.

To be more concern, according to Pearson Education (2005), there are four 

main ways to set up a filing system, which are:

1. Filing by date

2. Filing by number

3. Filing by topic or subject

4. Filing by alphabetical order

3.4.1.1 Filing by date

Filing by date can be explain by documents are filed in date order. For 

example, October 1, 1998 would go before December 12, 1998. Documents 

from 1990 precede those from 1995. Some people prefer to put the oldest 

documents at the back and the newest in the front. This is called reverse 

chronological order.

3.4.1.2 Filing by number

Meanwhile, filing by number can be discuss on the documents or files are 

given a number and then filed in numerical order. Low numbers usually come 

before the high numbers. Numbers can be reference numbers on documents, 

or numbers of files.



3.4.1.3 Filing by topic or subject

Filing by topic or subject can be defined as the documents are grouped by 

their content, category or heading and subheading. For example, all 

correspondence is grouped together in one file and the financial receipts are 

placed in another file.

3.4.1.4 Filing by alphabetical order

Last but not least, filing by alphabetical order will construct as items are filed in 

order by the first letter of their title. The documents starting with A go first, 

followed by those starting with B, and so on until Z. If two documents start with 

the same letter, then put them in order by the second letter.

So as do in PDKT, they has one big store in the office to keep all those 

documents that were been used and to be referred to when they have to. 

When I am doing the task that supposed me to filing by number and filing by 

date which are according to the older to latest, and according to its sequence. 

So I kept all those materials into the store and I have been introduced about 

every section so that I can put it in the right section. Personally, for me, it 

really helps me in order to separate them and kept them with just referring to 

the label. The person in charge to this room is normally who is in the General 

Clerk position.

3.4.2 Recording

Records are official documents that should be stored for later use, while it also 

might be classified by their activity or by their importance, or both. Non

records are temporary and destroyed after usefulness passes. So, basically 



recording has several process which is called “Records Cycle” which consist 

creation of record, utilization of record, retention of record and finally transfer 

of record to storage. So after those process has been made, we might know 

either the record is in active storage or in inactive storage. So when we got the 

result, we have to decide wether to keep the materials or continue with the 

disposal process which are consist of two, purging and destruction (Pearson 

Education, 2005). In PDKT, when I am doing the file management task, I have 

been asked to record all the information first into the record book before the 

files finally been kept into the box with labelled.

3.4.3 Storage

According to the Public Finance course when I was in part five, storage refers 

to how goods and materials being managed. Effective and efficient store 

management is important to ensure good and perfect maintenance, care and 

control of items. Musa Ahmad has introduced for about ten types of storage 

which are limited space storage, storage of heavy items, storage of items in 

standard box, storage of loose items, gas storage, storage of interesting and 

expensive goods, storage in cool and dry room, storage in open space, 

storage of chemical materials, storage of flammable materials and storage of 

easily evaporated items. While in PDKT, they only has the first type of storage 

which is limited space storage since it is an office organization.

In storage management, we have to ensure that files are located in the most 

logical place. For example, keep all files in the same shelf or cabinet, or keep 

all administrative records in the Administrator’s office and project files with the 

project managers. Be sure to separate what records are not actually files, but 



rather resources. For example, newspapers and training materials are 

resources, not files. Then, if the files are overcrowded, look at their contents 

and throw away irrelevant, duplicate, or unimportant papers. Or keep the old 

files separate from the current ones. Every January, new files can be moved 

into the old files, starting with empty files for the year.

Furthermore, if the names of the files do not really show what is inside them, 

then check their contents and either rename the file, move the papers that are 

not similar and start another file for them, or re-file the papers inside to the 

correct files. If the files are numbered, it is useful to prepare an index to hang 

on the wall or filing cabinet to make finding files faster. When redesigning a 

filing system, it may be a good time to look at the record keeping system and 

decide if the organisation should be keeping more records.

In PDKT, they are arrange the storage management system follows to its 

section which is in every unit of the department such as Physical Development 

Unit, Social Development Unit, Financial and Administrative Unit, 

Entertainment Unit and Safety Unit. Each of the section has its own cabinet 

and this design the employers and the employees of PDKT to easily refer to 

when needed. I as the trainee also got easily arrange and keep the files into 

the storage during my delivery task in Physical Development Unit.

3.5 Application on Office Administrative Function

Based on my experiences as a trainee in Pejabat Daerah Kota Tinggi (PDKT), 

I have learnt so many things and make me practically understand what I have 

studied in campus during my degree semester one until semester five. Since I 

have been asked to rotate duty in every unit in PDKT, I have found that each 



of the units have to give fully concerned by all the staffs since the function of 

PDKT is vital in each of the district. During the period of two months I have 

been there as a trainee, one of the task that let me gave fully responsibility 

and focus is during the file management which is under Physical Development 

and Technical Unit. This is because I have to clean up the table and the 

section which is full with projects files and they were from all the projects that 

have been managed during the previous year which is 2015. Puan Fadilah 

binti Ali, Financial Administrative Assistant, who is in charge for those files and 

projects asked me to arrange, record and stored all the files which are about 

2000 files. The process was beginning with file management which is separate 

the files into the numbering order, continued by recording and finally, the 

process was continued by storing the files into the store room under the 

Physical Development and Technical Unit.

3.5.1 File Management

For this task, I have begun with the file management process which is to 

separate the files project according to its numbering order. This is because the 

number of the files is referring to the date. This means the smaller the number 

of the file, the older the date of the project. So, I have to separate and arrange 

them from the file number 1000/15 to 2000/15. This activity might help to get 

easier in continue with the next stage of the process. Furthermore, this activity 

also helps me in order to know which files project was missing or misplace. 

So, when the file was missing, I have to ask for the staffs in the technical unit 

whether the file is with them or is in use.



Hence, during this activity, I am also to check whether the documents in each 

project files are complete or incomplete. This is because in each of the project 

files have to include all the information about the company and the tenders, 

also about the information of the projects, while when the audit activity will 

hold, it may cause issues when the documents were incomplete. Moreover, 

during this activity, I have to ensure there were no unused materials or 

unrelated documents in each of the project files included.

Figure 3.1: The project files that have to separate according to its

sequences by number.



Figure 3.2: During the separation of the project files.

Figure 3.3: After the project files have been separated according to 

its sequences.



Figure 3.4: The example of the document that must include in the

project files.

3.5.2 Recording

The second activity is recording the information of the project. This is includes 

the name of the company, the date of the project, the address of the site, the 

title of the project and the price of the projects. All this information has to 

record into the record book according to its provision given such as Federal, 

Menteri Besar and Members of The Parliament. The purpose of the activity is 

to easier for the staff to be referred to. This activity is important because we 

have to record the information without any wrong into the book. Thus is 

because to avoid misconduct and to avoid the wrong information when the 

staffs have to refer to the book later on. During this activity, Puan Fadilah binti 

Ali had assist me since I am strictly reminded to not doing any mistakes to fill 

and to record ali those information.



During this activity, when I have found that there is incomplete information, I 

have to report the issue to Puan Fadilah binti Ali so then she will help in order 

to get the information about the project. Sometimes, I have to print out the new 

information such as the quotation to put it into the project file, and to record 

them in the book when all the information has been completed.

Figure 3.5: The example of the record book to be written regarding 

the information of the projects.



Figure 3.6: During the recording activity.

3.5.3 Storing

Finally, when I have done with the file management and the recording activity, 

I have to continue to store the project files into the store. This activity is 

including the division of the box with label followed by its quantity that is able 

to keep into the box. For example, the numbers of the project file of 1581/15 to 

1593/15 were enough in keeping them into the same box. This is depends on 

the quantity of the project files which having the enough space to put them 

together in the same box. Next, I have to print out the label of the box to easier 

the staffs to search for the project files. This is to ensure that every project 

files were kept in the box. For example, if a box consist the project file number 

from 1581/15 to 1593/15, so I have to print out the label for them (1581/15 - 

1593/15).



During this process of deliver the boxes into the file store, I have asked to 

Encik M Hanafi bin M Mohamed, the Operation Assistant to assist me since I 

am not able to bring and sent them alone since there were many of the boxes 

need to keep into the store.

Figure 3.7: The project file that have been recorded and ready to be 

packed into the boxes.



Figure 3.8: The boxes with label that include the projects file to be kept in

the store.

Figure 3.9: All the boxes were kept in the store.



3.6 Strength and Limitation Analysis

This analysis is been conducted especially to examine the strength and 

weaknesses of the task practise under the SWOT analysis principals. From 

my personal experiences, direct and indirectly, involvement as the trainee in 

Pejabat Daerah Kota Tinggi (PDKT) have given me the opportunity to gain a 

lot of new information regarding Office Administration. From my observation, 

there are several strength and weaknesses that can be seen in the procedure 

of the department programme and activities especially which involved the 

staff.

3.6.1 Strength of the activity

Pejabat Daerah Kota Tinggi (PDKT) is basically providing the services towards 

the publics and to serve the people who come along to the PDKT. PDKT also 

covers the social development includes policies and programs from the 

Federal and State Government such as low-cost housing, agricultural 

extension, and assistance to the hard-core poor. So, every departments and 

units in PDKT are inter-related for example the Physical Development Units 

(PDU) and Social Development Unit (SDU). This is because for the SDU, they 

are focusing in giving the assistance for the poor group of people in order to 

get through the procedures and to apply for the beneficiaries and assistance 

such as the low-cost housing while PDU will operate and manage about the 

tenders and the projects of assistance which is the low-cost housing. This will 

clearly show that both departments are having the same purpose which is to 

serve the poor group of people. By this example in the Physical Development 



Unit, I have addressed several strengths as the trainee who is doing the task 

under this department.

3.6.1.1 Cooperation among the Staffs

Firstly, between the organization staff, they do have a very good relation 

between each of the staff and department. It can be seen through the various 

programs that have been conducted by the PDKT during two months of my 

practical training there. During my task in order to clean up the desk in 

technical unit and for the file management activity, I have found that all the 

staffs under the unit are very good in helping me if I am not able to do alone. 

They are also willing to help and assist me if I get confuse or when I am 

having miss understanding about the task. When I am having question about 

the task, they are always having time to answer the question that I asked. Due 

to that reason, I am always having the spirit to done my task and it really helps 

me in term of self-confidence to communicate with them.

3.6.1.2 Time Management

As a trainee, I have to always be punctual because it shows the discipline in 

someone and to be a good representative for my faculty and my university 

which is UiTM Kota Samarahan, Sarawak. So, during the task given, I am able 

to complete the task within the time period that has been given to me. This is 

because there are many other tasks to be completed by the staffs and to avoid 

the delay of the task to be completed, I have to manage my time management 

and to keep focus in what I have to complete with. During the clearance of the 

desk and the file management process, I have completed the task for only four 

days. Even though the task given was quite heavy for me since I am a trainee 



and still learning to manage my time as the staff there, but when all of them 

were giving me the knowledge and share with me about the experience, I 

have been inspired and to be more positive in order to complete my task.

3.6.2 Limitation of the activity

Just like other organization, Pejabat Daerah Kota Tinggi also has their own 

limitation during performing their task. There are several limitations that a 

trainee had identified throughout practical training period.

3.6.2.1 Resources

The first limitation is that they faced is not enough resources. This is because 

during my second day on doing this task, I have found that the box that will put 

the project files were out of stock. So, the Financial Administrative Assistant, 

Encik Shah Hilal bin Sanimin has to order for another boxes that should be 

kept the project files and to keep them in the store. This barrier has caused 

the delayed on certain number of project file to be kept in the store. Other than 

that, they also were having the lack of resources in term of the store space. 

This is because the space in the store room in the PDKT was just having the 

small portion and there are many documents and materials that have been 

kept into the store. So, they have to rearrange the position and to change the 

design of the cabinet arrangement in the room to ensure all those boxes can 

be kept in the store.



3.6.2.2 Misplace of the Documents

The other limitation is that some of the document that has been recorded and 

be kept were missing because during the process of the project file 

preparation, it involves more than three staff include the previous trainee. 

When this activity was prepared, it caused misplace and missing document in 

certain place and this issue has affected my time period in completing the 

task. This is because during the recording of the information and the tenders, I 

have to re-print the document regarding the projects. So, it had caused the 

delay for the other projects file to be recorded.

3.7 Chapter Summary

In chapter three, the trainee had explained the most tasks done during 

practical training related to the concepts that trainee learned in classroom at 

the workplace and how to transform knowledge gained at workplace to 

reinforce understanding on the concepts learned in the classroom. It 

specifically focuses on one area of task as covered in the practical training 

handbook. It also should reflect definition of concept, demonstration of 

practical and theoretical aspects.



CHAPTER 4

RECOMMENDATION

4.1 Introduction

This chapter will focus on the recommendations of the problems occurred and 

the summary of the entire chapter.

4.2 Recommendation

In this chapter, I will come out with recommendations from this analysis as it 

had determined the strength and limitation of the division that already been 

described in Chapter 3. Once the organization is aware about the weaknesses 

and threats faced by them, they must come out with strategies in order to 

overcome. This is to ensure effectiveness and efficiency while doing their job.

4.2.1 List and Preparation of the Resources

One of the suggestions in order to handle the limitation is to make the list and 

preparation of the resources needed in the office. This is to ensure that the 

limitation of the resources cannot be the reason of the disturbing during 

delivering the task. Normally, the resources in the office like boxes to keep 

files, printers ink, A4 papers, and others will bought by the Financial 

Administrative Assistant. So, sometimes, the person in charge are having 

seminars or attending meeting and this will delay their works and can cause 

the limitation of the resources. So, my suggestion is to prepare the list of the 

resources needed earlier and before they attend to the meeting or going for 

the seminars. So it will not disturb the operations which involve the needed of 

the resources.



4.2.2 Re-arrange and Re-located the Table

The other recommendation in order to handle the limitation is to re-arrange 

and re-located the table of the staff according to the departments. This is 

because it will easier the operation and during delivering the tasks. So, the 

operation of the work will following the flow and to ensure that there is zero 

misplace of the files. It also might help the Top-Management to get easy in 

order to check and follow-up the operation. For example, the Technical Unit 

has to be under the Physical Development Department because the project 

and the tenders are in charge by the Department of Physical Development 

and it will operated by the Technical Unit.

4.2.3 Give More Chances to the Practical Student to Involve in Outdoor 

Activity

The next suggestions is for the whole Pejabat Daerah Kota Tinggi staff which 

to give more chances to the trainee which is the practical students to involve 

for the outdoor activity such as to handle the events. This is because to 

enhance the understanding for the students in order to have experience 

regarding the events. This is because; the practical students are mostly 

studying in Bachelor in Administrative Science which will have the future job 

as an administrator, which involve in handling the events. Moreover, the staffs 

in charge have to explain more about the task that they ask the practical 

students to complete. This is because sometimes the practical students 

cannot understand in what they actually do and just complete it without 

understanding and just do until the task done.



4.2.4 Throw out the Unused and Disposable Materials

The other suggestion for the problems occur is to throw out the unused and 

disposable materials in the office. This is because in Pejabat Daerah Kota 

Tinggi, there were a lot of unused materials such as plastics, old documents, 

papers and even old boards that actually have no function regarding the 

operation held in the office. But, all those unused materials have causes the 

crowded place and disturbing the space in the office. Moreover, it will cause 

dusk in several space such as on the table, stores and empty rooms. It is 

better to recycle all those unused materials than kept all of them in the office. 

It is way better to keep the empty room clean and to make the room as a 

reading room or a rest room. At least, it will give the clean and healthier 

environment in the Pejabat Daerah Kota Tinggi. So, all the staffs in Pejabat 

Daerah Kota Tinggi have to cooperate in order to keep the office clean. In 

order to achieve this goal, they have to set one day in a week to hold a clean 

day so then the workplace is not as muddled as some time recently.

4.2.5 Hold Meeting for the Entire Staffs

At long last, my recommendation with respect to the constraint and the issue 

happens in PDKT is to hold a meeting for the entire staffs and each of the 

division for talk about the workplace. This is because during the meeting they 

will conduct a mutual understanding and will discuss if there is any problems 

among them. The explanation behind this recommendation is on account of 

some of the time they are confronting with misconception among the staff and 

the division. Keeping in mind the end goal to accomplish the vision and 

mission of the association, this thing could be a main drivers for not 



accomplishing what they need to accomplish. Along these lines, with directing 

a meeting among the whole staff including the top-administration, it will help 

them to search for the common comprehension and to abstain from 

misunderstanding.

By doing strength and limitation analysis, the trainee has come out with 

several solutions and suggestions to overcome the weaknesses and threats to 

improve the effectiveness of the organization activities. The solution that the 

trainee recommended is the updated methods and can give many benefits to 

the organization and also for the public. The trainee come out with all those 

solutions and recommends are according with her experience and 

observations during the two months of doing a practical training in Pejabat 

Daerah Kota Tinggi.

4.3 Chapter summary

In chapter four, the trainee had make recommendation and suggestions 

based on weaknesses and threat that list out in strength and limitation 

analysis done in Chapter 3. The recommendation helps the improvements in 

activities after the process of identification of mistakes and corrective action 

that can be taken in order to be better in the future. Hence, the trainee can 

enhance the knowledge on how to handle the task and management in the 

office as the most task did by a trainee during practical training.



CHAPTER 5

CONCLUSION

5.1 Introduction

This chapter will conclude about each of the chapter that I have explained 

before this. Besides that, on the conclusion part, I will conclude about what are 

the benefits that I have gained from the internship training in Pejabat Daerah 

Kota Tinggi.

5.2 Summary of Chapter 1

In this chapter 1, I had explained about the organizational background of 

Pejabat Daerah Kota Tinggi, I also had identified their vision, mission and 

objective of the organization. I also know about the organizational structure 

such as the hierarchy from lower until upper level of management. I am well 

informed about the background of this organization. So, it can enhance my 

knowledge after having a practical training in Pejabat Daerah Kota Tinggi.

5.3 Summary of Chapter 2

In Chapter Two, the trainee had explained about the tasks and job that trainee 

did during the eight weeks Of the internship programmed. The tasks given to 

the trainee were consistent as the guidance provided by the faculty. The task 

mainly related to the scope of administration. The trainee also able to apply 

what she has learned in the classroom and she also might relate the theory 

within the practice. Therefore, it is valuable experience that trainee can get 

through an internship programmed.



5.4 Summary of Chapter 3

In chapter three, the trainee had explained the most tasks done during 

practical training related to the concepts that trainee learned in classroom at 

the workplace and how to transform knowledge gained at workplace to 

reinforce understanding on the concepts learned in the classroom. It 

specifically focuses on one area of task as covered in the practical training 

handbook. It also should reflect definition of concept, demonstration of 

practical and theoretical aspects.

5.5 Summary of Chapter 4

In chapter four, the trainee had make recommendations and suggestions 

based on weakness and threat that list out in SWOT analysis done in Chapter 

3. The recommendation helps the improvements in activities after the process 

of identification of mistakes and corrective action that can be taken in order to 

be better in the future. Hence, the trainee can enhance the knowledge on how 

to handle the task that she did the most during her two months of practical 

training.

5.6 Summary of the Report

During the period of eight weeks in Pejabat Daerah Kota Tinggi, I get a lot of 

benefit during the practical training. There are four benefits that I can get 

through the practical training.

The first benefit is in term of my confident level. If before this, I do not have 

any opportunity to work in any department or agencies that consider have a 

large organization structure. This is because, when my first day of entering the 



training, I felt so nervous in order to adapt with the surrounding and 

environment in my workplace. I felt so afraid to get to know the staff in my 

department. This is due to the different level of ages and academic 

qualification. This is supported by the culture in the organization that I cannot 

adapt at the first week of my internship. However, when the time passed by, I 

was able to cope with the working environment. This is because my supervisor 

and other staff had started to show their trust in me to handle certain jobs and 

tasks with my own effort. From here, I can see that they believe in my ability to 

do the tasks given although I am just only a trainee. But it is under the 

guidance of my supervisor which is Encik Zairul Adilla bin Hj Zani. The way 

they had treated me as an employee had make my confident level increase in 

order to complete the task given. For example when I was given a task in 

being a protocol committee during an event, named Lawatan Rasmi 

Permasuri Johor, DYMM Raja Zarith Sofiah binti Almarhum Sultan Idris Shah 

to Kota Tinggi.



Figure 5.1: During delivery my task as a protocol committee.

Second benefit that I can get is in term of the interpersonal skill. This is 

because, during my internship, I was assisted to be more competent in order 

to develop my skills. This is the main focus of my supervisor to enhance my 

knowledge and skills. As I can see during the practical training, my supervisor 

had taught me to on how to deal and also interact with people and especially 

customer which are publics. From that, I can increase my interpersonal skills 

in term of communication and soft skills. Besides that, I also was given an 

opportunity to meet many people from different background. It was very 

interesting where I can polish my communication skill with the upper level of 

management such as throughout meeting which consist of several 



government agencies. This can reduce my nervousness when dealing with 

people when enter in the workplace.

Furthermore, I had learned a lot about the culture in the workplace. What I 

learn is that the organizational cultures in Pejabat Daerah Kota Tinggi is very 

friendly and have teamwork. This is because during eight weeks I had the 

training; I can see the sense of belonging among the workers is very strong. 

They are care about each other and make them as a family. My supervisor 

had played a role as a leader to motivate their staff. Indirectly the staffs are 

encouraged to improve their performance. Through the short gathering it will 

make them closer in term of teamwork and relationship. For me, I as a trainee 

also feel the situation where others staff including the District Officer and 

supervisor always guide me on how to be a good employee and perform well 

in job. I feel so motivated even though it is only a practical training. If I do not 

understand on certain tasks, they will give a good direction for me to improve 

better.

Last but not least, the most valuable benefit that I can get is my new 

experiences. Experiences cannot be gained without an opportunity. During the 

internship, I did not miss any opportunity that comes to me. This is because I 

know I can make it as a process of learning. I get a lot of experiences from the 

task given. This is because before this I’ve did not have the chance to gain 

these experiences. This started from my beginning until the end of my training 

where I had learned new things and experienced it by myself. There are many 

tasks and job that given by my supervisor in the eight weeks of my practical 

training. For example, I had new experiences to handle an event. Even though 

in UiTM I already had handled several events, but, it is totally different with the 



real working experience. From that, I had observed the real situation on how 

they managed an event. In addition, I also had an opportunity to work with 

them as a team and from that I am able to gain some knowledge. As a 

conclusion, I get the experiences on the environment in workplace; I hope I 

can apply what I learn in my future career.
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— _______________ ____—-----------------------



DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARKS

/ ^February 2oH - Con-fipuB record the nornp of -the

Chnondagh companfef a c c ord'n g -to them pro]ecf

into the booP j fi-Hed " Dulcci Daftar

Poll Projelr. Di P>awah Perun-fitban

Federal Ba qi Ta han fap''. -

L hove siar-ted to c/can up the

de if jY) technical UnTh Ldv'ch Qrf

re moires ait -the bnuse files and

leport s J aaanqe the files prefeef

followed big ^eq^aeace ahtch r&
/

The I hup}ber of -fie proceed 'firm

old -to -the. la-fisf P-Qr fiuh firs! datj

T hath orrvgygtJ J ■. nuMuOt~cd t.Do/15

t■ h. . fPimber af i ■ /\n fiote
„ bet A

file were pacDed ibfo the / label fd

and app-i ip the Shore fd:S‘ Tys fa Sic

d under lechn'iCal 'unit and fif fjyu

rf-en prd'd - ■ / ; . Fadfiah fjgh

Fmanc/qi hdi^dhfa-fii/e J^fd'faiid dhe -toid

bib -tfuh the func-fibn of hhis past d

th ensure the evidence op proved

and US delet'd S hdS beer) Sa fed} Inept

ib -the filed SforQ and d tnili be

In aud' f by aUc/i'Per ■



date EXACT NATURE OF WORK DONE SUPERVISORS REMARKS

. c - Cor)tl7)<J& arranged files fl-vrn number^

i C ■ ‘ioo/lb bO number' of /' if//•

i Darfig fie arra/g orner) r process, have
T-- ---

also decb fie deCade of fie company

do ensure deg ^erC hate fye {fi/ <,^ Bf

document^ Such a3 the '‘Nods Se buf ffarga,

Sip! 3S/I] and ibanq more • ti dere a^e ary

mishalces, 3 huep to id form ho fhar n^da/)

hhce She person th diQr^C for

co tree -her)

^k)
3 PebrjQrg QolC - ComibnQt’ arranged filed from number

twednudafi) noo/ic^ io the ea/nbe)- of dooo/ie ■

~Theb) ^erc the hhiShihd process SSyce

hhe number cf the filed qr-e lobe

fi/cs dbher arrange fib files fo/jiMed

bg i/s sequence Item rlden io ia-fisf all

ihcSe pies hove been petered >h+o

fie bonces OOrfi tabu! and fi tcepd

th -to fie file s s-f-ote ■
—



DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARKS

4 F&bryctry 2^16 - Poon bird (drjo have aPbed

C^Ui-sda^J) do Qnaaq^ Ornu-bes of /needing

ie>7o ih& P/&, qarnSd Pel'oC/gai buraf _

(Pb/dT H/' dd db ■ There are $7 befs

of tn/nafe^ of freed no fhaj have keen

recorded Qnd arranped fallowed by

s^Qy^u^ d i of older fa dfesd' C_--------—\

qccordt)0! db Ths fa/e. Ufa ta^ ZAIRUL ADILLA BIN hA ZANI
PENOLONQ PEGAWAI DAERAH

W endure that kfa iejfar tied had KOTATiNGGI

b^en io ^no-f)€r UQebCij a^d

hh^ kfuf faue be^h ^'ce'ived

f-Qcord^J qd do iy)Q^C

reference7 and be ih audij

7 F&hvqrn ■ ' T kuve Qppidd (bmer^QnCu dove

Sanda p) fro(n Ui^) fos/- djppri/iSoi^ f'r.y^
/

7q7(j/ Fdill^ Q,ir, dd'i TaVi o doe do

py/ndy maffer ^h,d^ onO oobdqb/e ■ I

hav& fo' -ihbOO^h bhe ptOcedord

Uppd diO. l<&cioe 'oohick j- Pa/] yhe

fo//n QiOen bq Paun Hufmdah bi)> W

Ibarjo, ond ;i qpprcoej Ph-Pnd

z.0b'han b/^ pj . dahnf Cpef fd/dnPFa7ue

^t>d-tuh --f ■



date EXACT NATURE OF WORK DONE SUPERVISORS REMARKS

pub'ho Ip d r Lefnese fem /e^rJ

। tlftond 07 3
1

Pibhc pohda^ Neto Year)

CT/eiday)

lO^hnJQ^ Haan ^o^dah bib-h &n° bos Cisiced(O'?

cwednesda^
1 J

do arrange rmw^es af meefinq 7b i*

The file , nan^d DdhQCji ‘. (fcdf d/d

and Lain -La fh Jahaian ^Pblcp 7f7 Tld^ J.

fa- 7-n-. LoJ fleS ate abouf do.

dccm-iha and oujco/nind lQj}or, afncJ
V .. A

d)e ftdnudus °d m&edna ■ bdM a > and

Lan, -L^ib juba/an '' file resMcb^A '

cO/daih ZT ^hd nvtnb^n 0}

mihulCs 0 L maehbg io bn <'aifh^,

M
j ’/ l^braaiy JyC Puan' iladidQL fid Hafn hoi asked ^o.

CThunSd a yd -io anand L and recond fninutes o f

fnenhba d fo de f/e hah>ed sahaiar

CupEiy ) f'Pbief 7 30 did c ) d‘LelLaqai

J______ Sanai^ CbP^L ^/i did Ho) and
r

" P&/sdioejn Peqa^ai Tad Ln dage/i Johor,

CPLkf i '-i dfdJb&i-e are tned^ecfyof

c^ninib LI 'id and ^3 Seii 0/

frjultd Df fneejlnq LhaP have been



DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARKS

(anffen pciiowec/ by ^eq^ence

td/ch is pro or older- d'O latest aq^rdiny

to -/hd daft - IhK -faSP >d do ensure

that the °a]-corriih§ dhpor and

ihcehnTh 9 ^ffer '^8r& been recorded

ah do /n^g references and be Tn
ZA1KUL AU1LU HIN ZAM

PENOLONO PEGAWAI DAERAH

aadd '
KO FA TINGGI

L

, A ,/# Febrdarcj - I Aai/£ a Sited do type idf 0 /' SRdir

CSunday') Receiver for Parting n Cota Tnagh (piFC).

■ pi) those nome dob abocib T^d- ocfbes

of -fbe bRlni YbC0\JCr- The person in ch<ndt

on dh!S -bcsP' Pnan tCamSiO'k bibh

bbd^i tfahdd ard She ci^od orb -h

pi'enion! she itSf nt^iib of -the l>i<Tfb

hdceiWLr d.) dhe ~idk f&lK/n-i, fynSrfrnCi

Pripdd'jn foehOr P/hakdjdo Sone P'-HQ

Pe/propooU- j Pnrhinen IdCdCo-t'a Tdipd'-

—~'f'hlb. February don ~ Pjan PcrrSiah bihd Pbdu1 PonpP has

hlhondafj ablced me 4o cordhoe c^p Seijasp

PenerihiCi Poiocjcd P

d.ojb Paha 'L dpfornp’oR for f^rhivien

^')0ddrQ " Thgre dre nboui 10^ ix/mod

o C the &KMh rccc^r has been

-Pjp’t and 1 huce p/iTi/ oaf- The



DATE

" -

EXACT NATURE OF WORK DONE

■ TAe trie of r^e het ts Sonorqf

SUPERVISORS REMARKS

Pep er ma Ibdn/uQn Rakyat .

----------------------------------
Parkman ".

----------------------------------- —------------------------------

To febrUUry 2 0)6 - 1 have. contmup the task- yiiren by

Rjqn Ptfryah bmp, Phdal /fqnpd ^dyich
\ 

\ j A type &enQrQi Penerih/Q A/^

Rikyat 'Lfnaioq&a for Pc/rt/men

—

1
Pergdaag. There ark abouf 7 b pawi

of -the £RlTh receiver to be type.

erne) point ow/ Phe Pty . The title °P

i ■the iff / ''Senary Ptrn&ifa &antqan
■

l^gicyab ^hnlycjPidParlimw <57 '■ fengcrorq
1I
1

- I have a^o.f CiP yorOiSboh hmy "Pt

do Cat hhe paper a., have the

PHe of the Pijec ■ Aj/S tasli a. for

th& prdpC/rCi ~t)T')-> fbr the nCrt d(Jp liieeliPb

■. vned ' ''' e^^natgt Pr TP Jp o'. ■ iii There 

ar& abogf /o Piles thaf have been prepose /

uJych vjdi ytven to ail pp. idr~i,_i,,rp'

and Th<l PITS. COhtaih vjiph Olimp

—----- --------------------------

hiesyaQrat and other fryrrntf that related 

to the. rnectinp . The title, of the Pile.

iS " fPesTdaraf Jpiycilanpoc/pq Pefa 

Ppddhan pgCrcih Pj 0/to>b . and followed

------------------------------------------------ - ----------------



DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARKS

by fhb norhb of- Prhh o mH

Rib donOR -ff^ me oRmg ■

n h^bivorg ^olb -I A^i/^ affend "m^Ljuaraf- Fairy § droop

Cwadn^day) Program PembaPmian iceirfdicib qh Fonhgfap

Daerah ico-fo Rr^gl Rn < /oo/i

Thif meebhq ^af o-far/ed af ^-3o

am and ord at i 00 pm Darind

dhp meei/pg, EhQia zoidul Rdy^ iiqy

t //sptja))} Odfnof officer a3 the.

chairman of 4hc mec-idp- Che moodrg

d oboaf bo reduce rRr nofripe.r o f dhd

f'ororfy and the poor yroqp m Dc/&rad}

ko-fa TiC)9^ ' 'fin. purpose o 1 -/hr i..O-:og

,s -fo iharrQS>e rhe thoomr cf Pho, peer

gro<jp and ,n ChC mCt/fpcp -pf c nomhoj'

o f -the WtRoq > n/n o> rde- 'p e ;p^phn

for- POlerpDn j f p-O. ;sX>.fiV- ''Rcp -/(jcm

'Idahih fiiero and cet-fmoi humber op
por

Hofi appheanpr o.ho apply p fho pcna,peaa^e'<

cJncd rhe. m&npeoC of -Hm moedlhp have

choopr fho pearo/} domaveef for Pn€-

P&n a fe-ea a

- 3 hdvr ad be-J T& fa ph •rffCb-, PHecJ



■  —--------- -—-

DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARKS

' /<_-an fry ' ,;ii
----

" - TQE.’ “ , ''ST ' , ' z7 0 T. -5 /q. d 73
/

QdZn bg dhdic nb-'-)CT;d j'dtf&r'r k>m

rCbrUQrt] - ... fo '-.dd/ Lq^or^;

b IhqrSc/auP '. :a^ rigao ( fqea-aib

bz/c y:c " d T'Tchv^ >1"T

~A> -s/z to d'^' hg Pam-. !'za

/W‘?z Zz:A/ O? d;Z' J iV^1

ZAAC/^/ ■ The^S. ar-e ce^~jqr^ Thfcrrr>aF'oi !

hhq ' bzer> qp^Qte.c/ fnm /h&

pre.d^uS rework C br) ’/T^hun

- T r,a[/d oSC-ed dz> '~hfo/-iqci^on

i'Cgoif-cJrqcj /he Servi ceC °A ^hcrlc l/u/ifi

bih 'SydiYi J Je-chhic/an °F ^he Pe^Qboi

bq&- ah bCsj-Q Tingq-J , in /h&

Ruha peZcod penddydfr>ajan

/ 3 S' 3 1-b ■ /ta opfin on a /s +0

tAjd^ /h pornyQ n rcgai-drhq She

hen vi cc S 0 f PpiCi U /dadc/th bin Rh.
bae> a/

PbchmCtnn o f PfpahaTzhdfo Pnfjgi ‘h

/he poof h/,'bP Pa ha Pblcad f^hdrdfhQj an
dan Cufi iC /" /-l^ ga)b ■ (0,0//) lucis



DATE EXACT NATURE OF WORK DONE

^il/en be, Poan fior^ZO HidaC

SUPER VISORS REMARKS

Razak, pdrhipiPjrapve >b'd

she 75 rhe pe^on d da^c b" The

------------------- Pecks apd io wA/e any update 

Phpi>t~biQ -Hon reqardinq -The. denm'ceSb

intone and leave CN -iha, ^depp.
IdAiKUL ADILLA BIN HJ. Un

PEN0LQN9 PEGAWAI DAERAH
KOTA TINGGI

=2o/6 -Z have Peen a seca- e f an a f op The

‘‘ Nejahapan iZadmitiizn Tenba Ta Pd-inghai

Dqib-dh /Ceja Vh99i ' uPi'ch wos Podd ,n

Oe^ah piQcl(nib)-+on Naddnfaba

This iailz l^aS und&r /hajho Pa Pan

^/ege/E Hohor j and Paah Nanna Pizah

oihp NyohQtn^-.d^ j Ni& CoO'rdipQ /or

Aiq'jlib PadQh badaP d^ta Tn99/ has

apPed die io asps! har- dan ng The

Twnn afoen 1 • I di$o b&hp ab

nj}>ce& dof-nh-g (in (be pro-senpa -hon

----------------------------------------------------
op ~ihe pn zeb io (he minndns - 

The Tounnafref) t' spaced of 9 Oo
—

cn no and end ap d 30 P rn

_



DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARKS

e * Cor>'iir>tj& (A>KfC A4e updated

Q - informV-ffOn aboub /he TOwAC/

of Sheila dl^ddi)> bih dip T^cbirnCi'^>)

undir TQ-obtvr-Ql dmdPcjaba/- baerah

U-c/q TiYy^i bo phe hoc la ^p-y/ec/

“ (du lea Rekod P^ljuhi'd^Q/ap dOh Cap

bag'. dhddiy) bip dh CP/a^g-oJ Tb>^

■[q5^ gii/e.n by fyon bfot-h^Q bm}i

bsbdul Rvic/ic , f] dfoiyrsfrahve

ab, bhe. ^don ig chcUQf! do +h&

boo^ ■

h J
2 2 ruay 2o 'f - 1 ha\/g aGd.Q-d -bo fhc

cIY) on d Gy} i^fornoa ~ho^ abouf -fh^, Seci/dce s o p

dhcfla Za'iHil dddiQ b/h iy 'ZaO^

RSSiSf'J/jC biS-fncf Oppcey -fo ±f-)Q book-

■bbl^J, ‘‘buk-tj Re bod fwzlah'i d/ncda n

dao Cub bog> ^aitui Ftd^Ha bno Hi

Tbd had/z i^OS bg fijan dod.'zo

bip-l1 bhd'-fl Razak-^dniThid-i-rQ-h

fdddd^riT aS Che. p&dor Ip charge -t-o

dh& booR



X.

DATE EXACT NATURE OF WORK DONE SUPERVISORS REMARKS

1 1 It -1 hewe edited io iype the l&pper,

C Tuesday) 11 ^qJ Seii di k per Sep f, U m a rm

IfengehQi IjQ - isu Hedcqijoh Penyed/Qa

/bampo diili^" (Pb'fp do/\/i&y

Puah UqdatiqP hmh did dpih,

Secrejaty op Diepncp opPices q£k-ed

toe po type ih^ ypp(n~. pt:)np oup Pha

le^pp^T and 4b pQ < the. Ie J pet do

hpe i~e IQ-fed 9overhir>er>i agencies.

The^e ore aboup id oyg^Q tdw

ate tecove-d ioypej- by Pq t

in a chibiP ■

/h
._ Ffpruarq ~ Pd^d in^Ppc] “ni^uarcjp Lqjuah

CANedfresdayJ papPi " ' the rneedihq

MOb diSccjSs cibca / ph& pa i h Qiltmied

4o ^nper Io /he Qunuhy punp' PiY^C

iCerajQor> Heiyot-i Johor cJec/ar-ed

U-ofa Thg#; Qi' the -todaPpo

piqce cine! (rununQ Po/rh cb on&

o f -tk& plqc&P io i/iP'p ■ hha mCeyh^

{-‘j a S opn^S>i °f c/noppen goeerh/ner /

-—
ci^encre^ Jabapan popap^

ypjopfij flhh' pan/if^es) ciqj oJh-Qr^

ct re/ap&d 4o ppe purpose, o f -ijo

meep}-)^- bunhPi -dod rreedjnq^. Q'pdLc



-——

DATE EXACT NATURE OF WORK DONE SUPERVISORS REMARKS

Pa pi z d Penan, ^>'ef

-----
ddjSpQnP piS-ibiC-p OpPf'cer' aS

she ^a/r^off, op ph /nee/zA?-

rZe OneCpip^ wa$ Spq^Pec/ Qp iO-OQ

------
am and end Qp J'°Oprn

- Z hove Q$Cced do seperqfe.

Phe aepmed irsenae for Pubq f

l^Pidnjap Idondrabjor from +he.

died ° f !/dance. l>ae ap ea- - Th id

Pa SP iS do €dS U PPa p p h ^r&

.'di' ot r) d ^hio^

-d ba depk pn pha overdue.

and erpded -dCnCe have den

rafnove fr€>/n ^Ocp of ^h e f jes

cjn d ho be ^e^pi /d Ph Spore ■

fhrs pq Lc cvo h uod&r- deckarcal

ood daancial dhid . ^hd d- .nos

O))ve/a by Puan pQdP/Qp ^ihpi fdf

FP^ancjdi fidrmh>draPi ve hsSidfonj

7 h ei e a^e. id A f/ias dij a rip

dhe operadpon -



DATE

25" p&bnj aig lab

EXACT NATURE OF WORK DONE

~ 1 aSbed -ho prepdre type.

SUPER VISORS REMARK

C Thursday 3 jty>ddLJbtyitylhdid¥L_S&ilJ!^

^d -he prihr Gt 1 Ihe S<d$ ■
—

ii
7Aw-e <7/-e Seps of do-ips

Setybhargq ' do L'C don^ uJ); oA C//W_______  

from (G/7 : PPlc T' $ ' /dolC 3 do

—

CBd ; Pb^T- S' - Pi^oic 3 . 11^

rd upd^r TedihPoal Id' T j a^d /Y
LMLLA BIN HJ 

PENOLONG PEGAWAI DAEf
ZAt

:ah

wa S Q}\rep bo) Pua/i A SapciF-fdh‘
nviA lINGGI

biyid Isniallj ^Sid)sJr)i' bd^ineor

P^abad baerah Iddia 1'^110/ •

b Sunday')

> - T have replace, Puan U-haljddJ^ 

bird' Slarndud/'h d po&ircr c!.:.P Is
—

t-d do^er der^ce OpPrcer^ Sidce

had ahoihe-r /w j !er uhich ccu/d

- no! be avoided- bddr9 bhe. _____  

kepIqcewerP I have do d-cep___ to Ph 

i^aho, cuSdo/dd,rs Such a 5, Cy h

—

- 9/ii Laila h^ah idaha^ad>h uho 

arc /he pubic Served J dad she

—

added pr ‘' dui~a} phaad Pu^ang

Dbh&r ihah ihap 1 have received

ddo caiis piom dbak Phirad bia

Pal^rn, ado S aid odaj phe



DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARKS

—------
Pd/n be h'Qh Sedouh Parga ' and

anoZ-h-er oae call prom

7cm Hen Chaai tdo wot a speed

7-o con neap pa cm dotydi cd

bin ph 7 7 dal dorn rd, cd 0 ma S

d charge m "Lesem PI/SqI pi haram "•

Putin g 77 & cep Io ce-men P I have srp

smrnp ?n the peon7 desk u-hreh aS

/he Coahi^~ Pem vice Oedc/rdmeop •

- 1 have continue 7o sepe/upe the

de d hsen ce a p "PuSa / dh;dtna p

Icohdap Por pv m 7p>e. piles oh d

reht ovQ // d/o ihe spot-e ■ M/t p$d

d rh^- con/tnu q 7-ion pom the dale

op 7ip^ pebrvcmq Zoic C wedreidatj j tQS^

A
29 d-bruay 2o P - 7- hnt/e append diojo tn a dasmt

Duli Yang 7r)ahQ PPuPq ^Pja 'Zordh

So pah high hlmcmhum Sudan idme

Shah/ Pdindc/t 7 7. or n Pli.oo

7 ar,' Tapp 7 ■ rhe

CyVenP he'd ^rQnped <mp Pi-om

[0 do g- tn 7~o Udo p ■ rn IhUh/h^

P>Q event} 7 have heem hh-G pro po coi

—'---------------- ---------------------------------
commitpe e , ''-did is Ai escort



DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARKS

D^tom &Qj a Zariph Pofiali around

+he, coana! ■ 1 am a do he/p during

$6 preSentO dpbn af de pnves apd

TAe bemerfpehci ri ep. do commuiodp

_ f^^QKh doH - 1 have a glued do p ripome a-'

typ&. rhihsfd of i^^ed-diq far

&ffLj {j / p ■< Z prfi f :S S) [d *d Sp d & :'—' "j ' <

d'di-oddrrif./dgoj-ap 1/ 1 : fhdgi

i 03^^ oi~i> imil'll «vi. iv. qg gi v

op fa-d: dQppdif oi ,' fa g/pm Sa

T'-r-foe fdfpfPhf , a rd

b&acd die about- /he forma/- use

■for the prepaoo riag o/ df&

nvnad^d of m^e-fhC)- She also
0Ui'de ma hoiv dv Cxp/ad) and

do (nS/d Pha proper J er/er re

fop dhc hrdafed rf mde-tth fl ■
.

ThS-e are 2S pages of m/hafep

af rneefpfl hhal harts fee/) dopes

-

-

-

-



DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARKS

- - barb oid^ed -fo 4ype dkg

hfh r)Q/r>e of dh Q a dieted for

Sudari bie^^r; Johor ihaor D-oiG

followed by dhe dourra Onerd•
Surne or

lb QiSo confajr) / 4'h& /ban ayer- ® J

fhd [earn • There qre f bourharh^t^

cJii ch are boy de shrc', , f- (sco T J ia [)

Ba drain-don, Olohrqgq , PeJorovG^

(dr,0 qq f and Sepqd fa dr a ■

Poon dui-ho pzah bind Tlodamec/o n

Co o rd i ya for (fajUS Sud-On

do fo 7/T d J , cd o &-nTod' y^s-QSi me

}-hje Jaja : adc o^fey T-o pHr)/

Oq f fhc hid of aifle. ie'i narhe/

and snC moorfs

3 /bard SoiC - 1 oGGed -to /-gpe fhc

[ Thursday J dadirj and /T -ohfnO-h o n a-f / T e

c, hr'K ‘ b (Si & f-fcdqr i & C Such a c

ha/bC, fdCnsC-y cord nuodsf ' j oddoecs

Ohd dd tppbcr o f die bde - %Oie

d for/na'fron> tdIf be po$ jed c’o

f he [lie Qnd m do do d bo O f J

djied " fubu Iba J Jar Perpoho/iaa

Sierra PeirikidD^apaT defdahdor-aan

ifaloydt ' hd N 0) Qi Sha P b>d>-h fybibi



DATE EXACT NATURE OF WORK DONE SUPERVISORS REMARKS

f\dnt)nifarfa'3 Psfajafa 2'Cred

do fape Those defa/TS and

in fa rm a -fah per fae re cap j er f" mho

lives Th fajldYn Johor fama ■ fa ere

a me 4 7 fas op clefa/$ por each

ben fafaafaes trapiefa Pha 7 have

been pop-jed Th-to the boo J and

on -the . The nmnber © P Jt

Pies ace doh) ( PlfaTT do / fa 3 / / facfa)
io CPblfa ifalffa / d /Tolfa-

- far Phu fa nr Sedt h pesah There

urgre 3 3 sfas fa Jefari-s op fae

teoipi en}3 tand fae
...—— ।

number- oP the Pie are fPcan
ZAIRUL /.DILLA BIN HJ.

PENOLONG PEGAWA1 DAERAH

Cppic p bojfaifa/T facie j to
KOTA TINGGI

CPDLn7 Wfafa P/2OC) ■ P!) Those

hr famO-Cvn t CtP posCed in Co hpe

CooC y named '' Tfahu pa Phon Pertnohohon

PJCn PembcmdunQn fascfa^+coai)

hfa^aT Cbpicp) blp'fa^ fad fa fasafa^

cmd oh bhh PiTe - hnn Today T have
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- T faed. Icey m fc. - . , Sebuffarja

for the hep O f Pop 'f. s . oP Wie ■ for

thp project, P ha S 2c CCnrraCfOrS ifai

haae Su r>rnPfe.d for neru/)Lj fcrjj fftryrpu

• Dffer 1 ha/e trfj ,p ail -fh^- biformqf^

of dhe Corn-hrClC-POrS, P lyn e priy-jp oqf

the . jo for yr a ~Pf^ h ■

^Dwch 2k I ' hqef. rn Oorfinq ktbu-ihdf'qa kr

k/utsc/ay ) the set cp fPurj s/cpxoft - po>' -this

project', if ha h conwe/eporS tha t

Subepffed fir bcranf) fobafharyc/

and p hfif tc be ki'y rd ihf pyfvrfnadrnfi

-p haip print out the. tn fvmo iron that-

------ ---------__ has beefi Sa CoeS? fu/ty desp) P



DATE EXACT NATURE OF WORK DONE SUPERVISORS REMARK'

l^Qrd -Lhave rrpiaoed Phe da !>P of flp-i
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typiace/nent, I fave bro rpeewed

J ipcaoiifig call uJiic-k are -fpcm
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KPJJOHOR
SPECIALIST HOSPITAL

IN-PATIENT SERVICES
Discharge Summary

Name: ZAKARIA HASSANMRN : 527069 IC: 590406015767DOB : 06/04/1959 Sex/Age: M/ 56YDR : Bed : 615-A

Date of Admission 
6l2|90U

Date of Discharge Attending Doctor

CR Ml
Discharging Docfor

Provisional Diagnosis:

Final Diagnosis: 
(Specific disease/injury)

Operation (s) if any:

Brief summary & treatment (Investigations and Procedures if any)

Status on
] Nursing Home □ AOR □ Expired □ Absconded QI Transfer

Medication(s) on Discharge: _
List of medicafiop given to patient Q Yes Q

Discharge plan/Follow up plan if any (clinic visit):

Date of Review (if any): Medical Certificate given : 
(indicate dates)

I ______(name of Patient/Next of Kin) IC./Passport No----------
(*agree/disagree) to accept the discharge summary. The hospital is not liable towards the disclosure of the discharge 
summary or any untoward consequences arising from such disclosure. This is not Medical Report

Signature :
Name of Consultant/Dr:

Signature :
Patient/Next of Kin



PERMOHONAN CUTI REHAT
Surat Pekeliling Am Bil. 3 Tahun 1990

Kepada :.......................................................................................
Ketua Bahagian / Unit

Saya memohon kebenaran cuti rehat selama.........!..............hari mulai*-dafipada/pada hingga

Catatan : Tandatangan Pemohon :

Nama Pemohon :

Jawatan

Tarikh

Kepada :................................................................................
Pegawai Yang Melufuskan Cuti

Permohonan cuti di atas* disokong/tjdak-disekong—7

Tarikh :

Permohonan di atas* diluluskan/tidak clMluskan.

Tarikh : ..Z/Y'..6.

UNTUK KEGUNAAN PEJABAT

Baki cuti pemohon.............. hari. (diisi dan ditandatangan ringkas sebelum borang diserahkan kepada 
pemohon.

Pemohon diberitahu dan cuti direkod. (Tindakan ini hendaklah diambil setelah cuti diluluskan).

Tarikh :............................ .............................................................
b.p. Pegawai Pentadbiran

Nota : *Potong yang mana tidak berkenaan.

** Keterangan mengenai cuti yang diambiL

Kepada : ................................................................................. 
Pegawai Yang Memohon Cuti

Permohonan cuti rehat tuan/puan telah diluluskan selama........................hari dari.................. hingga.........................

Baki cuti rehat:..........................

b.p. Pegawai Pentadbiran

PNMB-JB
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CHAPTER 1

INTRODUCTION OF THE ORGANIZATION

1.1 Chapter Review

This chapter will highlight on the background) of the organization whi 

introduction of Pejabat Daerah Kota Tinggi, the organizational objectives, t 

also about the vision statement of the organization, the logo of the oi 

organization structure, the service provided and the summary of the entire ch

1.2 Introduction to Pejabat Daerah Kota Tinggi

n clabat Daerah Kota Tinggi was located in Aras 2, Bangunan Si 

in Kota Tinggi, Johor. Administrative area includes 1C)| districts with popul 

200,000 people who are subscribers to the service provided in this office. 

Kota Tinggi is a department responsible Kota Tinggi in regional developn 

same time introduce Kota Tinggi in the eyes of the world The department is ; 

change, challenge and influence in social and cultural forms. In addition, the 

Kota Tinggi also serves as institutional development support in the grassrooi 

area in the district of Kota Tinggi. The higher administrator of this office z 

called Pcgawai Daerah (District Officer). 'Which normally being changed e 

,y^ars as being promoted by the city council. His official home can be seen ne 

the city called Padang Kerajaan Kota Tinggi. nearby the highest buildi 

administration of Kota Tinggi government which is the Bangunan Sultan Iskar
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Dengan su^gcitanya

PEGAWAI DAERAH KOTA TINGGI

Merahgmhgn setinggi-tinggi penghargaan dan tahniah 
hgpada

NABILAH BINTI ZAKARIA
(931018-01-6162)

Tferana tehah 6erjaya menamat^gn tempoh (atifan industri di (pejabat 
(Daerah Tfpta dinggi muCai 20 Januari 2016 hingga 16 iMac 2016

( HAJI MOHD NOORAZAM BIN DATO' HAJI OSMAN ) 
Pegawai Daefah Kola Tinggi
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