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ABSTRACT

The purpose of this documentation is to report the activities done by the trainee durin%
the industrial training for five months starting from August 1°* 2016 until December 30"
2016 in the office of Pusat Penyelidikan & Jaringan Industri (PJI) department,
Universiti Teknologi Mara (UiTM) Machang, under the supervision of Prof. Madya Dr.
Hj. Nik. Kamaruzaman. This documentation include clear explanation on daily tasks
assigned to the trainee be part under unit of Creative Media Technology (UCMT),
managed outdoor event and program, data key in, others outside project activities. The
most essential part of the training is the trainee has been given to make a special
project which is consigning to build a website for UCMT UiTM Machang branch. The
objectives of the website are to represent the unit in online to public and to increase the
work effectiveness among the unit. Opinion and recommendations regarding the
industrial training were given in this documentation.

Keywords: trainee, outdoor event, industrial training, website build
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CHAPTER 1: INTRODUCTION

1.1 Background of Organization

PJI was established on January 1, 2007 which started and operates as a unit of Research
Management Unit (RMU), and then it has developed as one of the main parts in UiTM
Kelantan which provides services to support the programs and activities of academic
research, writing, publishing, consulting and commercialization of academic research

staff UiTM Kelantan.

Figure 1 : PJI main desk

Figure 2 : PJI interior office



1.2 Main Business

The primary function of the PJI is to deal with matters concerning the management of
research, writing, publishing, entrepreneurship, consulting, alumni, intellectual property
protection and commercialization. PJI also mandated to assist academics in the field of
writing to increase the added value of research results for publication in high-impact
joumals. In addition, the PJI are cooperating with government agencies, private
organizations and communities to provide programs that can enhance the employability
of graduates, generating opportunities for research and provide community services to

residents.

1.3 Vision, Mission, Objectives and Function

1.3.1 Vision
To become an administrative center of excellence for research and development,

consultancy, research and publishing industry and entrepreneurship network.

1.3.2 Mission

To improve the knowledge, creativity and innovation abilities universities through
quality service and become a bridge of information, knowledge and technology between

universities and industry.

1.3.3 Objectives
1.  Manage, coordinate and provide services needed for successful research,
consultancy and research publications.
ii.  Help explore new areas through innovation and creativity.
iii.  Establish research groups and consultations among lecturers.
iv.  Disseminate information and provide training in research, consultancy and

research publications.



v.  Help businesses collaborate with industry in the research, development,
commercialization and consultancy.
vi.  Create opportunities for UiTM and industry through activities related to students
and increase their knowledge and skills as well as student.
vii.  Strengthen ties with the community to build a progressive society.
viii.  Student entrepreneurship.

ix.  Entrenched feature of innovation among students.

1.4 Organization Chart of Pusat Penyelidikan & Jaringan Industri (PJI) UiTM
Machang

In Pusat Penyelidikan & Jaringan Industri (PJI) UiTM Machang, there are five (5) unit
departments. Each of the unit department is located at each division of PJI building. All
of the five (5) departments have its own tasks and responsibilities and each of the
department has its own sub unit. The five (5) major departments that operate to assist
the overall functions of PJI UiTM Machang are Malaysian Academy of SME &
Entrepreneurship Development (MASMED), Industry, Community & Alumni Network
(ICAN), Unit Research, Management & Inovation (URMI), Unit Creative, Media &

Technology (UCMT) and general administration department.
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CHAPTER 2: ORGANIZATION INFORMATION

2.1 Departmental Structure of Unit Creative Media & Technology

UNIT CREATIVE
MEDIA &
TECHNOLOGY,
UITM MACHANG

PENYELARAS SENI
WARISAN

ENCIK MOHD. BAKERI
ABD. RAHMAN

PENYELARAS UNIT

ENCIK MOHD. FAIZAL
RAMLI

Figure 4 : Departmental Structure of Unit Creative Media & Technology (UCMT)
UiTM Machang

2.2 Unit Creative Media & Technology (UCMT) UiTM Machang

Figure 5: Logo of Unit Creative Media & Technology (UCMT)



Current developments show the creative industry is an important source of economic
growth and the proliferation of culture in developed countries. In the perspective of
economic and socio-cultural Malaysia, a creative industry contribute RM9.4 billion to
the national Kementerian Perdagangan Dalam Negeri Koperasi dan Kepenggunaan

(KPDNKK) in 2008 and has the potential to generate high economic and cultural uplift.

Realizing the importance of this industry, the Ministry of High Education has mandated
the Universiti Teknologi MARA as a precursor to the establishment of the Creative
Industries Hub combines smart partnership some faculty related industries. Among the
items discussed related coordination and clear policy on the development of creative
industries in the country. Therefore, the university will lead and drive the activities
more productively and economically through the synergy of the public sector, private

sector, authorities, NGOs and others.

Commitment of Creative Media & Technology Hub UiTM Malaysia and the top
leadership UiTM Kelantan branch through a number of meetings were held, followed
by a discussion of the formation of Creative Media & Technology Unit UiTM Kelantan

branch.

Unit Creative Media & Technology (UCMT) UiTM Machang providing mobilization
and production abilities and talents of individuals or groups based on art, creativity,
innovation and technology leading to a source of economic success and high-income to
country, with emphasis on work and intellectual property rights in accordance with the

culture and values diversity in Malaysia.



2.2.1 Function of Unit Creative Media & Technology UiTM, Machang
i.  This unit is responsible to implement all programs and activities that took place

as well as closely related to the field of creative, technology and media.

ii.  Upholding name and identity UiTM Malaysia and pioneering new possibilities
in the fields of media, art, creative and technology.

iii.  Contribute to the progress of society in the field of media industry, art, creative
and technology.

iv.  Provide a platform for exposure and experience opportunities for students to

meet the basic needs of merchantability and produce creative entrepreneurs.

CHAPTER 3: INDUSTRIAL TRAINING ACTIVITIES

3.1 Training Activities

The trainee has been attached to Unit Creative Media & Technology (UCMT) for five
(5) months from 1% August 2016 to 28" December of 2016 to fulfil the trainee’s course
requirement under the supervision of Prof. Madya Dr. Nik Kamaruzaman Bin Haji
Abdulatiff and Encik Bakeri Bin Abdul Rahman. Below are the activities done by the
trainee throughout the industrial training in Pejabat Penyelidakan Jaringan & Industri

(PJI) UiTM Cawangan Machang under the unit of UCMT:

3.1.1 “Transformasi PJI Melalu Konsep 3R” (Recycle, Reuse, Reduce) Project

The project objectives are to build a new look inside the department of PJI by using the
unused and waste materials at Pusat Pelupusan UiTM Machang, in order to fulfil the
project objectives by using the 3R concept. The trainee was assigned to perform an
outdoor task. Some of the activities done are to create, paint, spray, clean the product
and furniture that had been designed, use and handle the mechanical machines to build

the renovate product and furniture including for the installation process, the trainee was



involved to lift and install the finished product at the PJL. This project activity has been
conducted and completed by the trainee within 2 months of working day since August

to October of 2016.

Figure 7: Shows trainee doing the installation and finishing process of the project




3.1.2 Exhibition of Creative Media & Technology at CMT Hub at UiTM Shah
Alam

The exhibition was held at Creative Media and Technology main hub at UiTM Shah
Alam, the exhibition was took place for one (1) day at the end of September 2016.
Trainee went to UiTM Shah Alam two (2) days before the exhibition day. Trainee was
assigned to setup the exhibition booth and organized the displayed items in CMT Hub.
The objectives of the exhibition are to promote the products that created by fine and
materials and fabric of Art and Design faculty students of UiTM Machang and to
present the invitation from CMT Hub. The exhibition and event was launched by High
Education Minister of Malaysia, YB Dato’ Seri Idris Bin Jusoh, this training activity

gave lot of new work experiences to the trainee during the progress of the exhibition.




Figure 8: Shows trainee setup the exhibition booth

——

Figure 9: Shows trainee with the UCMT team at the exhibition

3.1.3 Entrepreneur Product Showcase of Ministry of International Trade and Industry
(MiTI) at Pengkalan Chepa Airport, Kota Bharu

UCMT was invited and pay to setup a booth for entrepreneur to promote their product
by MiTI. The showcase was held at Pengkalan Chepa Airport, Kota Bharu the showcase
was took place for two (2) days at the end of October 2016. Trainee went to Pengkalan
Chepa Airport one (1) day before the showcase day. Trainee was assigned to setup the
showcase booth and organized the promotion products of UCMT and others
entrepreneur under MiTL. The objectives of the showcase are to promote the selling
products of entrepreneur under MiTI and UCMT itself to public. The showcase and
event was launched by YB Dato’ Seri Mustapa Mohamed, the training activity

improved trainee skills in how to organize the outreach program experiences.

10



Figure 10: Shows trainee setup the showcase booth

: F"'mg Aeer

Figure 11: Shows the progress during the showcase
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3.1.4 UCMT Machang House “Gotong-Royong”

The activity was run at Machang, the activity was took place for one (1) day at 2nd
October of 2016. UCMT Machang quarter house project is one of in progress project of
UCMT UiTM Machang, the project objective is to locate and represent the unit in one
house where all community activities between residents and folk in Machang can be
held in that quarter house, example of the activities to help young or small entrepreneur
and also single mom to promote their product and gave a training skills for them such as
handcraft skills training. In this activity, traince was asked to present as a volunteer.
Trainee was assigned to clean up the area of the house and organized the displayed
items in quarter house of UCMT. The objectives of the activity are to give a new look
the house and improve foster between others volunteer and fertilize the teamwork skills

among others.

Figure 12: Shows the progress during the activity

12



3.1.5 “Karnival Keusahawanan Desa Mini RTC”

UCMT in collaboration with iCAN and Rural Transformation Centre (RTC) were
organized a program for small entrepreneur to promote their selling products. The
carnival was held at Block D, UiTM Machang. The carnival was took place for one (1)
day. Trainee was assigned to setup the sound system at the carnival booth, develop a
video montage and organized the promotion products of small entrepreneur under RTC.
The main objective of the carnival is to promote and help small entrepreneurs to
introduce and selling their products itself to consumers and public. The carnival
showcase had launched by YM Dr. Haji Tuan Mohd Rosli Tuan Hassan, UiTM
Machang Rector. The carnival activity gave lot of benefits in improved the trainee in

communication, self-confidence, teamwork skills.

LIS PERASMIAN
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Figure 13: Shows YM Dr. Haji Tuan Mohd Rosli Tuan Hassan, UiTM Machang Rector

gave a speech at the launched of the carnival
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3.1.6 “Sidang Istiadat Konvokesyen Ke-85 UiTM Machang”

The activity was took place at Dewan Professional UiTM Machang on the pre-
convocation day, as a part of PJI staff, the trainee was assigned to help others staff in
prepared the event. Trainee was given tasks to coordinate and lift the boxes that consist
of graduate file that will be handed to graduates on the stage when the event took place.
During the event was run, trainee had also represent as an assist officer that help to

manage the task during the convocation day.

Figure 14: Shows the cleaning preparation for the Convocation Event at Dewan
Professional UiTM Machang
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3.1.7 Data Entry

The trainee was assigned to key in graduated students records of Alumni from hard
copy to soft copy. The purpose of data entry is to ease the Academic staff to arrange the
graduated student information from “Borang Alumni UiTM Kelantan”. All of the
student’s information was keyed in into Microsoft Excel according to the name of the

student and course. This task was assigned by Pn. Hanani from Alumni department

Figure 15: Shows “Borang maklumat persatuan alumni UiTM cawangan Kelantan”

3.1.8 Clerical Work

Clerical work frequently performed by the trainee in Administrative Division during the
industrial training period. The tasks were assigned by Administrative operation
assistant, Mr. Farudi Bin Mohd Yusoff. Some of the tasks are photocopying documents
and letters, facsimile letters and up and assist in recruitment initiatives of internship

application such as reviewing resumes and scheduling interview for applicants.

15




3.1.9 Recordkeeping

3.1.9.1 Filing Management

The trainee was given a task to manage all the records in the file room of PJI UiTM
Machang. The task were assigned and guided under the administration of Hajjah
Faidzah Mohd Yasin. The trainee was completely responsible for all the movement of

the file and the records in the file room. Some of the activities are:

a) Arrange, update and maintain all the files in the file room

b) Ensure all the files were placed in the right shelves

¢) Compile and stack staff records

d) Identify damaged files/ records

e) Categorize non-current files to be send for disposal

f) Reprint and change faded and damaged files and shelves label

g) Remove paper clips

Figure 16: PJI file and record room after rearranged by trainee
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3.1.10 Consultation and Meeting

All trainees of PJI UiTM Machang also were encourage to get involve in consultation
and meeting between unit departments officer to improve the knowledge of the trainees
of PJI to handle a project and know the flow of a project. The trainees also need to
attend the departmental meeting that held weekly in order to improve their critical
thinking and problem solving skills by give a clarification or an idea during the meeting.
Furthermore, the trainee can implement the knowledge gained during the consultation

and meeting in the future work field.

Figure 17: Consultation with UCMT unit

Some of idea and issues that been discussed during the meeting were:

a) Planning for future event and program
b) Troubleshoot the problem face by the unit
c) Presentation on past event and program

d) Generate new ideas and concept for the department
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3.1.11 Electronic Publishing/ Design

The trainee was assigned by URMI Coordinator, Dr. Wan Fairos Wan Yaacob to design
an event banner for “Bengkel Penulisan Dan Permurnian Jurnal Berimpak Tinggi
2016”. The design includes the cover and the contents banner. The banner was designed
by using Adobe Photoshop CS5. Trainee also creates montage videos for iCAN unit

under supervise of Dr. Zuriani Ahmad Zulkarnain by using Sony Vegas Pro software.

JURNAL BERIMPAK TINGGI 2016

18 -21 NOVEMBER 2016
ILD BANDER ENSTEK, NEGERI SEMBILAN

DIRASMIKAN OLEH
PROF EMERITUS DATO’ HASSAN SAID

~
H
T
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o
v

Figure 18: Banner Design
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3.2  Special Project (Develop an Creative Media and Technelogy, UiTM

Machang Online Portal)

3.2.1 Planning

This project is identified in planning phase. In this phase, the problem and potential
solution have been identified. The problem were identified were less of online activities
and events promotion from the unit that can reflect the work effectiveness. Meeting with
the supervisor Encik Bakeri Abdul Rahman were brainstorm about the project scope.
Furthemore, problem statement, the objectives, target user and outcomes were identified
during this phase. The proposed solution to solve the problem is by providing an online
portal for public to access. The need online promotion is important to the unit because
some of others outside still do not know the existed of the unit, online portal may help
the unit to promote themselves to others through the online space, also all the latest
event that held by the unit can be fast update through the web. During the planning
phase, the title of the project that is “Creative Media and Technology, UiTM Machang

Online Portal” was chosen.

3.2.1.1 Introduction

Based on preliminary discussion with UCMT, trainee have identified and listed the
needs and solutions that will want to address in this project. UCMT UiTM Machang
needs a website to reach out to the community and also to serve and support the current
and previous activities and project information to public in order to promote and gain
support from the institution. Furthermore, UCMT needs a website that can be
maintained by a UCMT staff, without the need to regularly employ other staff to make
changes. UCMT staff needs to be able to have a basic skill or knowledge to update the

contents of the website.
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Trainee create and develop an online website with-a fresk new webr design that is easy to
navigate and provides useful information of the background of the unit, the current and
past activities and event of UCMT to public through online. The design will also convey
to potential visitor of the portal. The design integrate the current logo and color palette

so it will maintain a familiar look to UCMT

The title of the website is “UCMT, UiTM Machang Online Portal”. The website
contains of unit background, and information about the program and event that runs by
the unit with pictures during the events were held. The purpose of this project is to
encourage public and user to support all the activities that runs by the unit and help
UCMT UiTM Kelantan send the information easily. According to Daigle and Cuocco
(2002), one obvious reason for deploying portals is to improve productivity by
increasing the speed and customizing the content of information provided to internal
and external constituencies’ efficiency of the unit. Besides that, the website will help the

unit of UCMT to reduce the cost to make a promotion about their event and program

3.2.1.2 Problem Statement

UCMT UiTM Machang always tried the best way to provide event promotion to the
public. Method that usually use is by printed flyers and banners. Although banners and
flyers are the efficient way to promote the event, in this development of online
technology the needed of online portal for the community unit like UCMT is necessary.
A proper training to enable the staff to maintain the website also needed. One of the
problem that occur when using a computer without proper training is that to perform the
website information update may takes time.

To adapt the current situation, UCMT UiTM Kelantan staff mostly knows how to use
computer but most of them have the less skills or knowledge about the how to manage

the website. Thus, a training need to give before the online portal get launch
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3.2.1.3 Online Portal Objectives
The objectives of the website develop are listed below:
i.  To promote the unit program and event through online
ii.  To save the unit information in the website

iii.  To increase the effectiveness of unit promotion to the public

3.2.1.4 Target User
Audience — the “UCMT, UiTM Machang Online Portal” are focusing public, students,
employees and staff that are from various department, field and positions in UiTM and

other universities.

3.2.1.5 Outcome of the Website
The “UCMT, UiTM Machang Online Portal” website will be very helpful for the
UCMT UiTM Machang that can helps to increase the unit follower and be more
familiar to public. There are several outcomes received by the unit of the online portal:
i.  Improved the unit promotion
ii.  Increased the work effectiveness

iii.  Reduce promotion cost

3.2.2 Analysis

The next phase of the project is analysis. Analysis is the most important part because
during this phase, all of the requirements needed for the project need to be shortlisted
and identify. In this phase, the website requirements were analysed and determined. A
proper analysis is needed to ensure the next phase of the project can be done properly.
The project requirements such as language selection, hardware and software required
during the website were determined by analysing previous website development project.

Furthermore, detail project budget was calculated in analysis phase.
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3.2.2.1 Budget Details

Table 1 : Budget Details

Item Price (RM) Unit Price/ Unit (RM)
Notebook Free 1 Free
Domain registration RM50.00 1 RMS50.00
Webhosting RMS50.00 | RMS50.00
Maintenance FREE 1 FREE
Total RM100.00

3.2.2.2 Hardware
The right and proper selection of hardware to be used in the special project is important
to ensure the objectives of the website development can be achieved. All of the

hardware required for the website development using by trainee is by own.

3.2.2.3 Software
The right and proper selection of software to be used in the training is important to
ensure the objectives of the training can be achieved. There are several software used
for the training such as:
i. Joomla3.6.2
Joomla 3.6.2 web developer software was used to create the website and design
user interfaces of the website
ii.  Adobe Photoshop CS5
Adobe Photoshop CS5 was used to edit the component and content in the

website.
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3.2.2.4 Language Selection
The right selection of language to be used during the training is important because to
ensure the content deliver is understandable. Language Malay language has been chosen

and used by the trainee

3.2.3 Design

The next phase of the project is design. In this phase, the tools to deliver the information
were designed. Furthermore, in this phase include the details of the design and functions
of the project such as user interface and website design. In the same time, the design of
the user interface and web design need to meet the entire requirement of the project to
meet the objectives of the special project. The suitable design for the project is
important because without a proper design it may hard for user to use or access the

website

3.2.3.1 Website User Interface and Design

[ &3 locanost nderarn x|

< C @ O lcathost

Figure 19: Shows the home interface of the website
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Figure 20: Shows the content interface of the website
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3.2.4 Implementation

The next phase of the project is implementation. Implementation can be defined as
putting a plan or decision into effect process. Implementation phase is the phase where
the website launch, and the website still in the approval to get the domain and server to

run the website

3.2.5 Maintenance
The last phase of the project is maintenance. In this phase, any lack of feature and

content in the website will be added.

3.2.5.1 Project Conclusion

Website development or online portal is very important to develop and increase the
promotion method. Online technology nowadays is really important to government and
private sector employees to increase their daily work and task effectiveness. Online
communication between unit departments such as UCMT UiTM Machang and the user
or public also plays a significant role to ensure the information deliver in advanced.
Lastly, the suitable methods of web development such software and hardware used were
needed, language selection need to be selected accurately in order to meet the

requirement and objectives of the special project.

CHAPTER 4: CONCLUSION

4.1 Application of Knowledge, Skills, and Experience in Undertaking the Task

During five (5) months of industrial training in PJI UiTM Machang, there are many
skills and knowledge that need to be applied to perform the task given to the trainee.
New skills, knowledge and experience gained by the trainee are very useful to be used
in the future especially professional works environment which cannot be obtained

during the study environment at university. As example in the 3R project where trainee
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had to use and handle the mechanical machines that traimee never had any experienced
to handle it before and do not been teach in trainee study course syllabus and subject.
Although it might be give some difficulty to the trainee but the training was given
before by the supervisor of the project, Encik Bakeri Bin Abdul Rahman and the trainee

was succeed to complete the project and gain a very good valuable new experience.

4.1.1 Records Management

Records management is importance to be developed as it makes the organization
become good control in handling the records. The task of managing and handling all the
files in the PJI UiTM Machang file room done by the trainee such as update, compile
and replace the records and files were related to records management field and records
courses learnt by the trainee for example, Records Management and Management of
Records in Organizations (IMR 451). The records management subjects such as
Classification and Filing System (IMR 504) theory that have been taught during the

study were applied.

4.1.2 Technical Skill

Using hardware and electronic parts are one of the basic technical skills that performed
by the trainee during the industrial training. All the knowledge about maintaining
electrical parts and using hardware and software especially computers are well applied
from the Technical Support Services and Maintenance for Information Agencies (IMD
222) subject during the diploma program. The course increases the skills of the trainee
in maintaining the hardware and software such as computer maintenance,
troubleshooting the error and recognizes which software that is appropriate to
accomplish certain tasks. The concepts had been learnt and were practice in undertaking

the task given.
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4.1.3 Communication Skills

Communication is an important skill in any job situation. The speaking and presentation
skills of the trainee were improved during the industrial training because in PJI UiTM
Machang, the staff deliver information from other to another by communicate and
improve trainee formal non-formal communication skills between staff, meanwhile
when in the meeting trainee need to communicate in English. The application of
knowledge from the Communication Skills for Information Professionals (IMD 212)
during the diploma program and Presentation Skills (BEL 492) and Information
Systems Interaction and Consultation (IMS 556) during the degree program are very

useful during this industrial training.

4.1.4 Multimedia Skills

Last but not least, the trainee had been assigned with various task of creating
multimedia design such as “Bengkel Penulisan Dan Permurnian Jurnal Berimpak Tinggi
2016” banner, video montages and in web development for special project itself which
the trainee leamnt in Introduction to Multimedia (IMD 153) and Electronic Publishing
(IMD 304). This subject exposed the student to be familiar with applications such as
Adobe Photoshop, Adobe Illustrator and Sony Vegas Pro with the skill learnt can be
used to perform tasks which included design process of the website. The continuing
practice of using the editing software such as Adobe Photoshop increases the skills of

the trainee when undertaking the task given.

4.2  Personal Thoughts and Opinion
Throughout the industrial training for five (5) months in UCMT UiTM Machang
Division of Pusat Penyelidikan & Jaringan Industri (PJI), there are many knowledge,

skills and experience gained that may reflects the trainee’s working environment in the
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future. Overall, PJI provided a very good lesson plan-for the-industrial training students

based on the field that the trainee has taken.

Adapting to and easily blend in with new environment of working is not just about how
good someone about certain skills and capabilities but more significantly is able to
improve new skills and knowledge while retaining good relationships with others. Co-
operation between the trainee and the employees in completing certain job is very
significant and to complete the task given magnificently, the responsibility supported by
the trainee makes the trainee feels very proud to be part and welcomed to the

organization.

Besides that, positivity thinking that practice by all the staff in PJI UiTM Machang is
very main thing that keeps every tasks or projects done successfully. In the real
workplace environment, the trainee recognised that it is important for everyone to be
always positive and be able to help each other no matter how hard the work was. Even
though there are differences or gap between the jobs positions, everybody in the
workplace are given the opportunities to giving ideas and opinion to improve the

organization.

Last but not least, every theory and lesson learnt that had been obtained during the study
were then practice appropriately during the industrial training. Every theory taught
during study is significant to guide and support trainee in completing the job given
during the training period. As example, theories and knowledge learnt during study
related to records management were implemented and practice and works as a guideline
during the training when managing the records and files in the PJI UiTM Machang file

room.
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43 Experience Learnt
There are many experiences learnt by the trainee during the industrial training in Pusat
Penyelidikan & Jaringan Industri (PJI) that can improve and increase the personnel

value to the trainee for the future such as:

4.3.1 Discipline and Punctuality

Discipline and punctuality is the most significant experience learnt by the trainee during
the practical training. Every job given must be finish regarding on the due date. As
example, the trainee is responsible to submit or finish the jobs given on time and it can
improve trainee self-discipline. Furthermore, the attendance of the trainee is recorded.
Therefore, discipline and punctuality are very important in working situation especially

in the government institutions.

4.3.2 Cooperation

Mostly jobs during the industrial training required to be done in group. A good
teamwork or cooperation can affects the end result of the job done. As example, during
project of 3R, a good teamwork relationship between trainee and staffs were very
important in order to finish the project fast and efficiently. Without good teamwork

cooperation, the project might not be able to be finished according to the due date.

4.3.3 Critical Intellectual in Problem Solving

In problem solving, it is important for the trainee to come out with a good solution and
it required a very depth critical thinking for quick and good problem solving solutions.
For example, during departmental meeting with UCMT, the industrial supervisor asked
the trainee to suggest any idea or solution in solving the problem. Thus, it can increase

the critical thinking of the trainee in solving a problem.
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4.3.4 Communication Skills

During the industrial training, the trainee improved his personnel communication and
language skills from time to time. The ability to speak and communicate different
language especially English is important because it helps the trainee to be well prepared
for upcoming job interviews in the future. The trainee also learnt how to communicate

and interact with professionals that can improve the communication skills of the trainee.

4.3.5 Commitment and Duty

Every job given during the industrial training at Pusat Penyelidikan & Jaringan
Indudstri (PJI) needs to be complete on the due date that had been set and trainee needs
to be responsible for every job given. Industrial training is a great measure in
determining the responsibility and commitment of the trainee during the training time
period and gave a good lesson to the trainee to be more responsible and committed
when accomplishes évery task given. A great sense of responsibility reflects how the

trainee works in every task given makes the trainee to provide the best effort.

30



4.4 Limitation and Recommendation

4.4.1 Inappropriate Department to Handle Certain Task

To accomplish the objectives of the organization especially government institutions,
adequate number of professionals is a serious issue. PJI UiTM Machang does not have
any Information Technology (IT) department or unit for trainee to handle the job and
tasks that related to the Information and Technology field such as new hardware or
equipment installation. Furthermore, from the trainee observation, the management of
the file room that stored many vital records such as student and staff records been
managed by unqualified staff which did not get any records management skills

appropriately.

4.4.2 A Smaller Quantity of Computer Skills among Staff

In this current working era, IT skills and computer literacy are importance among the
staffs and employees of an organization especially government institutions or
organization like PJI. It is important for employees to required high knowledge of IT
skills to improve their daily tasks. From the observation, trainee can assumes that most
of the staff and employees in PJI got a slightest IT and computer skills. As an example,
basic troubleshoot of computer such upgrading anti-virus and printer and computer

maintenance are not been learn by the staff and employees.

4.4.3 Creation of Information Technology Department

To encounter such problem, the trainee would like to recommend that in the future, PJI
UiTM Machang should create an Information and Technology Department. The
department is function in performing job and tasks related to the Information and
Technology field. Furthermore, Pusat Penyelidikan & Jaringan Industri UiTM Machang

should hire suitable staff based from their qualification and field that related to the
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position. It also can increase the job oppertunities te- the fresk graduate students in

Information and Technology field respectively.

4.44 Provide Development and Training

The trainee would like to recommend that PJI UiTM Machang should be provide
adequate number of course and training for its staff to increase the knowledge and the
skills of their staff and employees in IT field. Besides that, the staff or employee itself
can attend a training or course about computer to increase their knowledge and skills. It
is important for everyone in an organization to have such high knowledge in IT field to

face the future of IT development in work field.
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