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Abstract

This industrial training report describes the hands-on experience and abilities | acquired while
working in the INTEC Education College library and human resources (HR) departments. | applied
my academic knowledge to practical HR and administrative activities by organizing staff files,
making a maintenance checklist, maintaining inventory for ACCA textbooks and out-of-date
storybooks, and writing campus regulations. These exercises improved my communication,
problem-solving, and organizing skills—all of which are critical in a work environment. My
comprehension of the function of visual communication in HR was also improved by creating
recruitment materials and informational signs. To support the operational objectives of INTEC
Education College, this report documents the integration of theoretical knowledge with practical
activities, reflecting my professional and personal growth.

Keywords: Human Resources, Library Management, Inventory Management, ACCA Textbooks,
Visual Communication, Policy Development, Organizational Skills, Professional Development,
INTEC Education College



Table of Contents

List of Tables and FIigUIes ...............oooooiiiiiiiiiiiiiiiieeee e i
ACKNOWIEAGEMENL ... ii
1.0 INErOdUCHION ..o
1.1 Background of the Industrial Training Program..................cooooiiiiiil, 1-2
1.2 Purpose and objectives of the report. ..o 2

1.3 Significance of industrial training for students of Diploma in Information Management....3

2.0 Organizational Information....................
2.1 Overview of the organization where the industrial training took place.......................... 4
2.2 Organizational StrUCTUIE. ... ..o 5
2.3 Departmental structure and function related to information management............... 5-10.
2.4 Explanation of the student's assigned department or unit within the organization......... 11

3.0 Industrial Training ACtIVItIes ...

3.1 Detail description of the tasks, projects and activities undertaken during the industrial

L= 1011 T PP 12-26

4.0 Learning Outcomes and Achievement .................ccooi i
4.1 Reflection on the learning outcomes achieved during the industrial training............... 27
4.2 Discussion of personal growth, skills enhancement and professional

[0 =71 o] o] o 1 =T o ) 27-28

5.0 Recommendations and ConcClUuSIONS...............coooiiiiiiiiiii 28

6.0 R CIEINCES. .. .. e 29



List of Tables and Figures

Figures Caption

1 Intec Education College Office

2 INTEC Educational College’s Organizational Chart
3 Cutter Paper

4 Electric Binding Comb

5 ACCA texts book that were outdated

6 ACCA texts book that were outdated

7 INTEC Education College Library System

8 Outdated story books

9 The List of Outdated story books

10 The Outdated DVD

11 My fellow intern transferring outdated books

12 Design for the entry and exit figure of the vehicles
13 Design for waiting area

14 Staff Personnel’s Files

15 The Plan for new entry and exit route for vehicles
16 Daily checklist for drivers

17 An official memo to inform campus drivers about new policy
18 An official Memo to propose company holidays

19 Some email | sent to the labor supply company



	BORANG PENYERAHAN BAHAN HARTA INTELEK UITM_NFS_signed.pdf
	Borang Penyerahan Bahan Harta Intelek
	SENARAI TAJUK LAPORAN LATIHAN INDUSTRI IMD310 SESI OKTOBER 2024




