UNIVERSITI SvnaCare
TEKNOLOGI y

MARA N\

INDUSTRIAL TRAINING REPORT

Student Name : Nordiana Athirah Binti Mohd Kamal

ID No : 2022698746

Class Name : N5CDIM1105A

Course Name . Industrial Training (IMD 310)

Organization Name : Syria Care Malaysia

Organization Address : 43, Jalan Bola Jaring 13/15, Seksyen 13, 40100

Shah Alam, Selangor
Supervisor Name : Pn. Norizan binti Abd Shukor
Department During Attachmemt : Finance and Administrative
Duration Date : 22" July 2024 - 13" September 2024

Lecturer Evaluation : Pn. Noor Faraliza binti Samsudin



TABLE OF CONTENTS

ACKNOWLEDGEMENT ..ot [
TABLE OF CONTENTS ..ot ii
LIST OF FIGURES ... i
DECLARATION ..ot iv
ABSTRACT L.ttt v
CHAPTER 1: INTRODUCTION
1.1 Background of Industrial Training..........ccccoeeeviieiniiniieseceeseess s 1-2
1.2 Purpose and Objectives 0f The REPOIT .........cccooviiieiicieieeeeceese e 3-4
1.3 Significance of Industrial TrainiNg ... 4-5
CHAPTER 2: BACKGROUND OF THE ORGANIZATION
2.1 Overview of Organization............ccccoeeieeieiee i 6
2.1.1 Background of SYria Care .........cccceeveieiieii e 6-7
2.1.2 Mission and Vision Of SYria Care........cccccveveiieveeieiiee e 8
2.1.3 Industrial SChEAUIE ........cooviiieiiee e 8
2.1.4 Organization Supervisor INfOrmMation .............ccocevvririeienenesese e 8
2.2 Organizational Structure of Syria Care.........ccccevveveeve i 9-10
2.3 Departmental Structure of Syria Care..........cccocevveveieeceece e 10
2.3.1 Departmental FUNCTIONS ........cccviiiiiiiieecreee e 11-12
2.3.2 Assigned Departmental FUNCLIONS ..o 12
CHAPTER 3: INDUSTRIAL TRAINING ACTIVITIES
3.1 TraiNING ACHIVITIES ...oveeiiiic e sre e ens 13
3.2 Finance Department ACHIVITIES ........c.coiiiiiiiieiesieseee e 13
3.2.1 Assist In AUdItiNg RECEIPES ....cvviveiiiiiiieiiesie e 13
3.2.2 Creating and Updating Monthly Bill EXPENSES .........ccccevvveveiiieiieiieeienn 14
3.2.3 Issuing Donor Receipts for Audit PUIPOSES ........coceevvviieiieeiecieieccie e 15
3.2.4 Recording Transaction Information in Petty Cash............ccccccvinnnenn. 15-16
3.2.5 Organizing and Documenting QR Payment ..........cccocevvvenencnenennnnn 16-17
3.2.6 Organizing and Labeling Project Document............cccocvevieiieeiiecvee e 17



3.3 Administrative Department ACHVITIES ........cccoveieiiieiiee e 18

3.3.1 Selling Office Equipment on Multiple Platforms ...........ccccocveveiiieivinnnn, 18
3.3.2 Creating Posters for PromotioNS ...........ccocooiiiniiinieieiese e 19
3.3.3 Learning AAministrative DULIES ..........cccoviiiiiniiiiiceec e 20
3.3.4 Reorganizing and Assisting in Office SPaces ........cccecvvvvevievieneeieeiieinnn, 21
3.3.5 AsSisting in GUESt Preparation ...........ccoccecvveveeiiesieesesieseeseseeseesiesee e 21
3.4 OtNErS ACHVITIES ...vieviiieieiieeie ettt st re e be e e sneenreas 22
3.4.1 INtrOdUCLONY SESSION ....veeiiiiieieieiieie e ettt 22-23
3.4.2 Participating in “Tadabbur Session”..........ccccvvveiiiiiriiiie e 23
3.4.3 Serving as Emcee for Monthly Report Meetings ........cccccevvvveieeneniennn, 24

3.4.4 Attending Dhuha Prayer, Recitation of Al-Kahf, and Sharing Sessions ..25
CHAPTER 4: LEARNING OUTCOMES AND ACHIEVEMENTS

4.1 Reflection on Learning OULCOMES..........ccoovuiiiiieieieeieieeeseese e 26-28

4.2 DISCUSSIONS ..ottt 28-30

4.3 Successful Projects, Accomplishments, and Challenges Overcome ................. 31-32
CHAPTER 5: RECOMMENDATIONS AND CONCLUSIONS

5.1 Improvements in the Industrial Training Program ..............ccccocoeevevveiecveiiecneins 33-34

5.2 Recommendations for the Industrial Training Organization ..............ccccc...... 35-36

5.3 CONCIUSIONS ... 37
REFERENGCES.........o oottt sttt s en s 38
APPENDICIES .....coiiiiet ettt e 39-40



LIST OF FIGURES

Figure 1 Syria Care LOQO ......cceoiiiiiiiiiiieieie ettt 6
Figure 2 Organizational SErUCLUIE ...........ccoviiiiiiiiiiii e 9
Figure 3 Electricity CONSUMPLION .......coveiiiiieieece e 14
Figure 4 Phone BillS ........oovvoiiiie e 14
FIQure 5 DONOK RECEIPLS .....ooveiieeiieiieieieie st 15
Figure 6 Petty Cash BOOK ..........ccoiiiiiiiiiicce e 16
Figure 7 Payment VOUCKNEL .........ccveiieie et 16
Figure 8 Reorganize Filing DOCUMENT ..........ccoviiiiiie i 17
Figure 9 Promoting on FacehOOK ...........cccciiiiiiiiiiiinieceeeee e 18
Figure 10 Promoting on CarouSEll ..........c.cooiiiiiiiiiiiee e 18
Figure 11 PoSter Promoting ....c.cccvevioieiiciece e 19
Figure 12 Poster Promoting .......cocveiiiiiiiciece e 19
Figure 13 USING UIFAVIBWET .........oiiiiiiiiiiieieeiesie et 20
Figure 14 UsSiNg UIFAVIBWET .........ooiiiiiiieieeiisesesee e 20
Figure 15 Before Reorganizing Pantry ..........cccccoveiieiieic e 21
Figure 16 After Reorganizing Pantry ..........cccocvveieiiene e 21
Figure 17 Attending MEETING ........coeiiiiiiiiiieeee e 22
Figure 18 Guest Collaboration ..o 22
Figure 19 Attending “Tadabbur Session” ................cccccccoiuvieneinineisieneseieseeas 23
Figure 20 Being Emcee for August REPOIT ..........ccoveiiiiieiece e 24
Figure 21 My SEAtING ATBA ......ccviiiiiieiierieeiee e 39
Figure 22 Photo with Syria Care FOUNEr ............cccoiiiiiiiiiicec s 39
Figure 23 Certificate of APPreciation ...........cccoccvveii e iiece e 39
Figure 24 Photo with Syria Care Staff ..., 39
Figure 25 Photo with Finance and Administrative Department .............ccccccevvnenne. 39
Figure 26 Photo with 1hsan Madani ............ccoceeeiiiiiicieseeee e 40
Figure 27 Syria Care ACHIVILY ......ccoveiieiiie ittt 40
Figure 28 Photo with Serantau MusSlim ...........cccccooiiiii i 40
Figure 29 Guest Visit OffiCE ArBa .......ccoviieiiiiiiiieeee e 40
Figure 30 Syria Care BOOTN .........cooiiiiiiiiiiiieeee e 40



ABSTRACT

Industrial training is a mandatory requirement for diploma students to complete their
studies. This report outlines the experiences of a student undergoing industrial
training at Syria Care Malaysia, within the Finance and Administrative Department,
from July to September 2024, for a duration of 8 weeks. The training involved tasks
related to financial record management, administrative support, and financial
reporting. The report discusses the skills and knowledge gained during the training
period, such as financial management, administrative coordination, and teamwork. It
is hoped that this report will provide valuable insights for the trainee, Syria Care
Malaysia, and other diploma students, particularly in the areas of finance and

administrative work in a humanitarian context.
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