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ABSTRACT

Document Controller Department is major scope of work is to check all incoming project
documents and drawings. It is also to record and maintain all project documentations and
drawings in ensuring for the easy retrieval. DC also archives all project documentation
including work inspection documents. Records Management can be determined as combination
procedure of maintaining, preserving and retrieving the records to ensure that all type of
records are in a good condition and also fulfil the needed from someone request it. Filing is a
process for managing all the records to ensure the records is in a proper management and to

enhance the retrieval process.

INDUSTRIAL TRAINING INTRODUCTION

Industrial training programmed is the part of curriculum that student last semester must
undergoes to complete their degree. As per required by the faculty, student from Bachelor of
Information Sciences (Hons.) Records Management must have four months of industrial training
at any industries that implement their records and procedure of the documentation at their
workplaces. It helps students to have real industrial experiences before them finishing their
degree and have real jobs. Besides that, from this industrial training programmed we also have
learned the skills on how to manage and solve problems by analytical and critical thinking base

on the specific circumstances at the workplaces.

Started on February 2015, the student’s entire batch March 2013 — July 1015 has to fulfill the
subject requirement that University have done. In Faculty of Information Management, each of
bachelor students last semester has to undergo the final semester subject which is Industrial
Training, before they graduated. This industrial training programmed helps students to have
necessary practical exposure and skills to lead students on how to becoming a successful

professional in handling all types of records.



