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EXECUTIVE SUMMARY

Kluang Municipal Council (MPK) is a government corporation that provides services to the
people, especially the people in the Kluang District. Kluang Municipal Council was
previously located at Wisma Kluang Municipal Council, Jalan Kota Tinggi, now it has moved
to a new building at Persiaran Utama, Bandar Primer, Kluang Johor, It was first established in
1920 under the name Lcmbaga Bandaran Kluang. The company primarily provides services

including licensing, enforcement, town planning and rental.

During my internship at Kluang Municipal Council, the researcher has gained valuable
experience and knowledge in the field of HR in particular. The researcher learned about the
HR process from the recruitment process, courses and training held for staff, handling
employee personal data and retirement. The learning included handling the internal
promotion interview process, using iLatihan in recording courses and training attended by

employees and active participation in all work programs and activities organized.

SWOT analysis in this company is that it has good record management techniques and
supportive working culture while their weaknesses are inefficient file room organization and
lack of file movement tracking. Opportunities for the company are in terms of digitizing
inventory and records and infrastructure improvement for efficient record management, while

threats for them are data loss and security vulnerability and technological limitation.

Recommendations for the company include implementing a comprehensive electronic system
and file movement tracking system, maintaining a positive work environment, well organized
record storage file room, adopting digital HR records management system and separate
budget for HR departments specific storage room. Also, use a more secure digital document

system and enhance internal internet infrastructure.

Finally, the researcher also summarizes all the experiences the researcher gained while
undergoing practical training where it helps the researcher apply everything learned in the

real world of work and understand more deeply about the HR process.



ACKNOWLEDGEMENT

First and foremost, I would like to express my gratitude to the Most Merciful and thank the
Almighty Allah for giving me the chance and strength to complete this report. Without His
blessing, | would not be this far. Jn addition, 1am thankful to my supervisor, Encik Mobamed
Zafar bin Mobamed Ghazali for the opportunity given to me to do my internship in this
organization. His insights and constructive feedback have been invaluable in shaping the

content and completing this journey.

Moreover, 1 would like to express my deepest gratitude to everyone who contributes to the
successful completion of this report, especially the HR Unit and Administration Unit. They
have worked closely with me and guided me throughout my internship experience. It has
truly been a pleasure to know each of them, and | am very grateful for the opportunity to

work and learn alongside such supportive colleagues.

I would like to sincerely thank Miss Afrah Hayati binti Abdul Rahman, my advisor, who has
been very supportive from the beginning of my internship journey. I truly appreciate all the
feedback, guidance, and help she has given with a sincere heart, Her encouragement and

support have motivated me to stay enthusiastic and complete this internship successfully.

Lastly, 1 am very thankful to my family and friends for their constant support and
understanding throughout my internship. Their encouragement has been a great source of
strength for me. | would also like to thank everyone who, in one way or another, contributed
to this journey. Your support has been invaluable, and | am truly grateful for the collective

effort that made the completion ofthis internship possible.



TABLE OF CONTENT

EXECUTIVE SUMMARY ..ttt ettt [

TABLE OF CONTENT.

ACKNOWLEDGEMENT s f s o f frommeone 3
10STUDENTSP R O F IL E ,,,.,,,,, .y e W4
2.0 COMPANY S PROFILE. ...t oo et seens sreenesnnennes SN )
2.1 NAME, LOCATION AND BACKGROUND.... ..o i 6
2.2 VISION, MISSION, OBJECTIVE AND GOALS.,,,..,1111mseep1s1epeeeessreesseesseesnesnneenes 7
2.3 ORGANIZATIONAL STRUCTURE.... .ot e . 8
2.4 PRODUCTS OR SERVICES................. )
3.0 TRAINING’S REFLECTION........ccce e .10
4.0 SWOT ANALYSIS. ... . 12
5.0 DISCUSSION AND RECOMMENDATION .13
L STRENGTHS. ...t .13
1. WEAKNESSES.......coooo et e 15
1. OPPORTUNITIES......cocoviiieee e 17
IV. THREATS. ... .19
6.0 CONCLUSION......cooiiiiiiii 21
7.0 REFERENCE......ccooiiis e e e 22
8.0 APPENDICES.......ccc. s e 24



