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ABSTRACT

This report is about students' experiences during their industrial training. Students were
assigned to the Jabatan Pendidikan Wilayah Persekutuan Kuala Lumpur (JPWPKL) to
complete their training. All Part 4 Diploma in Information Management students are required
to participate in this program, as it helps them gain experience in a real-life work environment.
The industrial training lasts for two months, from 22 July 2024 to 13 September 2024. Students
must find their placement during Part 4 and begin their training after the final exams,
Additionally, the industrial training helps students enhance their skills and gain valuable
knowledge through the tasks assigned to them.

Keywords: Industrial training, Jabatan Pendidikan Wilayah Persekutuan Kuala Lumpur,
Information management.



TABLE OF CONTENTS

Abstract

Acknowledgement

Table of Contents

List of Figures

List of Abbreviations

CHAPTER 1: INTRODUCTION

1.1 Background of the industrial training program

1.2 Purpose and objectives of the report

1.3 Significance of industrial training for students of Diploma in
Information Management

CHAPTER 2: ORGANIZATIONAL INFORMATION

2.1 Overview of the organization

2.2 Organizational structure

2.3 Departmental structure and function related to information
management

2.4 Student’s assigned department or unit within the organization
CHAPTER 3: INDUSTRIAL TRAINING ACTIVITIES

3.1 Tasks, projects, and activities undertaken during the industrial
training

3.2 Skills, knowledge, and competencies applied or developed during
the training period

CHAPTER 4: LEARNING OUTCOMES AND ACHIEVEMENTS

4.1 Reflection on the learning outcomes achieved during the industrial
training

4.2 Discussion of personal growth, skills enhancement, and
professional development

4.3 Examples of successful projects, accomplishments, or challenges
overcome

CHAPTER 5: RECOMMENDATIONS AND CONCLUSION

5.1 Suggestions for improvements in the industrial training program
5.2 Recommendations for the organization to enhance the information
management practices based on the student's observations and
experiences

5.3 Summary

References

Appendices

Pages

iii
iv

-

2-3

w

o oA

6-8

10-16

16

17
18

18

19-20

21
22
22

23
24
25-26



LIST OF FIGURES

Figure no.

N e VN PR NSO NDORWON

JPWPKL building

JPWPKL Organizational structure
Organisation structure of the information management sector
Organisation structure of the management sector
Organisation structure of the human resources sector
Record incoming mail register in the system
Record inward correspondence in minute paper.
JPWPKL file room.
Position of the cabinet in file room.
Program registration counter.
With the other members of the committee.
Monthly assembly in July.
Monthly assembly in August.
Helping to cut the decoration.
The area after decoration.
Some of the files are damaged
With the supervisor lecturer.
With the human resources staff.
Death certificate
sick leave certificate



JPWPKL
KPPK
UiTM
KPM
PPD

ICT

ABM
KKM
LDHN

LIST OF ABBREVIATIONS

Jabatan Pendidikan Wilayah Persekutuan Kuala Lumpur
Ketua Penolong Pengarah Kanan

Universiti Teknologi Mara

Kementerian Pendidikan Malaysia

Pejabat Pendidikan Daerah

information and communications technology

Anggaran Belanja Mengurus

Kementerian Kesihatan Malaysia

Lembaga Hasil Dalam Negeri





