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Abstract

This report describes an eight-week industrial training program offered by JKR Sabak
Bernam's Administration Department. . The program offered practical exposure to key
administrative functions, including record management, document disposal processes, and
event coordination. Tasks such as producing organisational charts and assisting department
operations demonstrated the application of academic knowledge to real-world circumstances

while improving communication, time management, and software competency.

One of the most noteworthy accomplishments was the effective use of advanced Microsoft
Excel features, which increased data processing and organisation efficiency. The program
also gave participants unique insights into government department operations, emphasising

the need of cooperation, procedural compliance, and accuracy in ensuring service quality.

Challenges such as outdated technology and staff training deficits showed areas for
development, particularly in terms of using modern technology and upskilling programs. The
overall experience contributed to a deeper understanding of public administration and its

practical demands.



Table of Contents

Student Pledge of ACademiC INTEGIITY .....ueue e 2
F N 611 £ = o3 PP P PP PP PPPPPPPPPPPPPPPPPPRE 3
TabIE Of CONTENTS ... 4
List Of TADIES @Nd FIQUIES ....ccvviiiieee et eeeeeeeee e e e e e e e e eeaaee e s e e e e eerannnnneseeeesnsennnnn 5
F o2 g [0 ) Y F=To Ko = o =T o | USRSt 6
Chapter 1: INTrOUCTION ...eee e 7
1.1) Background of the JKR Sabak Bernam............ccceeeeeeeeeeeeeieieeeieemeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee. 7
1.2) Mission, Vision AN OBJECHIVE .......cceeeeiiiiceee e eeee e e e e e e e e reaaee e s e e eeeeeeannes 8
G ) TN | B 1 To T PN 9
1.4) Organization CRaAI.........ccovviiiiieee e eeceeceee e eeerrteee e e e e e e e eeaeee e e e e eeessaasennnneeseeessssnnnns 10
Chapter 2: Organizational INfTOrmMation ... 11
2.1) Introduction Of Administration / Finance Department........cccccceeeeeeeeeieeeieieeeee 11
2.3) DepartMent FUNCLIONS.......cceiiieeeieetieeee e e e eeeeeeteee e e e e e e e eetaateeeeeeeeeeaassaaaaeeeeeesesenssnnnnnnns 14
Chapter 3: Industrial Training ACHIVITIES.....ccciiiiieeee e e e e e e 15
3.1) TraiNiNG ACHVILIES ...cceviiiiieee e ree e e e e e e e e et et e e e e eeeeeaasesaneeeeaeesreesnnnnnnnns 15
Chapter 4: Learning Outcomes and Achievements........cccoooiiiiiiiiiiiiiiiiie 20
4.1) Industrial Training ReflECiON........ccooiiiiiiiiiii e, 20
4.2) Personal Growth, Skills Enhancements, And Professional Development..................... 21

4.3) Example of successful project, skills enhancements, and professional development. .. 22

Chapter 5: Recommendations and CONCIUSIONS ....cooviveiiiiiiiiieen e 23
5.1) Suggestion and Recommendations for IMprovements .........ccoovvveeeeeeeiceeeneeeeeeeeeneiennnnn. 23
5.2) Key Findings and Insights from the Industrial Training EXperience .........ccccceeeeeeeeennee. 24
SO 3= (=T E=T 6 o T SRR 25
L0 ) 2 o] o 1= g o [To] =Y UUTR 26



Chapter 1: Introduction

1.1) Background of the JKR Sabak Bernam

£, o

Figure 1: Building of JKR Sabak Bernam

Jabatan Kerja Raya (JKR) is a Malaysian government department that has branches around
the country. Every state and district have a JKR office. This department contributes
significantly to the country's growth, particularly in the construction of infrastructure such as

schools, housing, multipurpose halls, drainage systems, highways, bridges, and so on.

JKR has been operating in Sabak Bernam for 41 years, dating back to 1974. This office
administers many sub-districts, including Sabak Bernam, Sungai Panjang, Panchang Bedena,
Bagan Nakhoda Omar, and Pasir Panjang. The JKR Sabak Bernam office is organised into

three primary sections: Administration, Building, and Road.

The Building Section constructs government buildings, schools, and public amenities such as
community halls. Meanwhile, the Road Section is responsible for road repairs, new road
construction, and bridge development. This section contributes to the effortless and efficient

development and maintenance of public infrastructure in the area.



