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1.1

1.2

CHAPTER 1

INTRODUCTION OF THE ORGANIZATION

Introduction

This chapter focuses on the introduction of the organization which is about Matu District
Office. Sections 1.2 discuss about the background and the establishment of the
organization. Meanwhile, Section 1.3 states on the Client Charter and Section 1.4
explains on the Vision and Mission of the organization. Section 1.5 is discussed on the
functions and roles carry out by Matu District Office. On the other hand, Section 1.6
explains on the organization structure of Matu District Office. Lastly, Section 1.7 is on

the conclusion for the whole contents of this chapter.

Organization Background




2.1

2.2

CHAPTER 2

SCHEDULE OF PRACTICAL TRAINING

Introduction

This chapter would include on the report and summary of the daily training that was

extracted from the Log Book (Refer to Appendix).

Week 1 (20" July 2015 until 24" July 2015)

On the first week of the internship at Matu District Office (PDM), there were some tasks
given to me. On the 20 July 2015 (Monday), which is the first day of internship, the first
task done was report duty to Puan Noorkasmawati Binti Kassim, the SAO since the
supervisor that should be reported, Puan Zalina Binti Sait still on her Hari Raya Aidilfitri
leave. After report duty, I have learned about the organization, what kind of services that

they delivered and about the job scope in general.

During my first week, Puan Noorkasmawati Binti Kassim posted me at the Admin
Section. As an introduction, Puan Noorkasmawati Binti Kassim asked me to do general
job on how to answer the phone, how to use office equipment and dealing with the
customer. Besides that, I have been asked to fax reporting for duty letter to our Faculty as
evidence that the practical student already start their internship on the time that has given.
Another task that given is to handle some document about eKasih. It includes giving the

service to the customer at the counter service like checking the customer registration

in eKasih and give them the registration form of eKasih.
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