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ABSTRACT

This internship at Jabatan Sukarelawan Malaysia (RELA) gave student a thorough
understanding of how the organization contributes to community services and national
security. Throughout time there, student took on various responsibilities, such as helping with
paperwork, assisting in organizing events, and working on projects focused on improving
public safety. A highlight of the experience was collaborating with RELA volunteers during
disaster relief efforts and community outreach initiatives. Student also attended workshops
about safety procedures and managing volunteers, which helped student learn about the
challenges the department faces. This internship improved skills in communication, teamwork,
and problem-solving, while also deepening appreciation for the important role that volunteer
organizations play in national development. Overall, this experience significantly expanded
student view on volunteerism and its effects on society.

Keyword: Jabatan Sukarelawan Malaysia, internship, community services, national security.



TABLE OF CONTENTS

CONTENTS

PAGE NUMBER

Declaration

Abstract

Table of Contents

* Detailed description of the tasks, projects, and activities undertaken
during the industrial training
 Explanation of the skills, knowledge, and competencies applied or

developed during the training period

Lists table and figure Viii-ix
Acknowledgement X
1.0 Chapter 1: Introduction 1-3
» Background of the industrial training program

* Purpose and objectives of the report

» Significance of industrial training for students of Diploma in

Information Management

2.0 Chapter 2: Organizational Information 4-10
2.1. Overview of the organization where the industrial training took

place.

2.2. Organizational structure

2.3. Departmental structure and function related to information

management.

2.4. Explanation of the student assigned department or unit within the

organization

3.0 Chapter 3: Industrial Training Activities 11-42

Vi




4.0 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

43-49

5.0 Chapter 5: Recommendations and Conclusions

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 of the key findings and insights from the industrial

training experience

50-52

References

53

Appendices

54-82

Vii




LIST OF TABLES AND FIGURES

Figure 1 : Organization Buildng and Location ...................cccooiiiiiiiiiiiiiii 4
Figure 2: Vision, Mission, Objectives, Motto, and Slogan from RELA Websites ............ 5
Figure 3 : Organization Chart Of Jabatan Sukarelawan Malaysia .......................cccceeen. 6
Figure 4 : Organization Chart of Bahagian Teknologi Maklumat (BTM) .......................... 8
Figure 5 : Kementerian Dalam Negeri Presentation Slide ......................ccccooiiiiiiiiiiiinns 11
Figure 6 : Slide of Mesyuarat Portal......................cco 12
Figure 7 : Slide of “Taklimat Kesedaran ICT Jabatan Sukarelawan Malaysia” ............. 13

Figure 8 : Poster of Kesedaran ICT, Cara penggunaan komputer dengan betul, cara
menjadi pengguna media sosial yang bertanggungjawab.........................ccccciiiiiiiinnn. 14

Figure 9 : Poster about “Senarai Semak Keperluan ICT bagi Perpindahan / Ubahsuai

Pejabat’ ... 15
Figure 10 :(Google Drive) of Polisi Keselamatan Siber .....................ccccooiiiiiiiiiiiiiiiiinns 16
Figure 11 : Front Page of Polisi Keselamatan Siber .....................cccooiiiiiiiiiiiiiiiis 17
Figure 12 : Notis pemberitahuan “Hebahan Program ke dalam group Whatsapp”...... 18
Figure 13 : Design and correction of student own resume.......................cccooi, 19

Figure 14 : Montage video of “Cara-cara Membuat Permohonan & Semakan Keahlian

[ =1 OO EPPR P RPPPPPPPR 20
Figure 15 : Presentation in front of the Director, Supervisor, Staff and Focal Person IT

........................................................................................................................................... 21
Figure 16 : Being a Master of Ceremony ofanevent .......................cccoooeee e, 22
Figure 17 : Impromptu Master of Ceremony .................cooovviiiiiii i 23

Figure 18 : Attending monthly assembly, debate competition & Sambutan Bulan

KebaNgS@aN...........oooiii e 24
Figure 19 : Actor for Hari Kemerdekaan Video .................cccccoeeii i, 25
Figure 20: Meeting with staff and Focal Person ICT lead by the director...................... 26
Figure 21: Borang before and after insertingadata................................... 27
Figure 22: Converting Dataintoabarchart............................co . 28
Figure 23: Perutusan Pelan Strategik Pendigitalan (Ketua Pengarah) & (Timbalan
Ketua Pengarah) ... 29
Figure 24: Meeting Minutes of (Bahagian Teknologi Maklumat Bersama Personel ICT
ZON) .. 30
Figure 25: EMCEE SCIIPL ........uuiiiiiiiiiiiiiiiiiiiii e 31
Figure 26: Draft of Hebahan for Semakan dan Permohonan Keahlian secara dalam

L2 1 1= 1 TR SN 32
Figure 27: Definition of IT term and picture .................ccccci s 33

viii



