UNIVERSITI TEKNOLOGI MARA SARAWAK
FACULTY OF ADMINISTRATIVE SCIENCE & POLICYSTUDIES
BACHELOR OF ADMINISTRATIVE SCIENCE (HONS.)

O
PRACTICAL TRAINING REPORT (ADS667)
HULU SELANGOR DISTRICT EDUCATION OFFICE (PPDHS)

PREPARED BY

AIDA AZIEZA BINTI AZLAN
2013473454

JULY 2016



THE DECLARATION

Declaration

| hereby declare that the work contained in this report is original and my own except
those which have been duly identified and acknowledged. If | am later found to have
committed plagiarism or acts of academic dishonesty, action can be taken in

accordance with UiTM’s rules and academic regulations.

Signed.

Name: AIDA AZIEZA BINTI AZLAN



ACKNOWLEDGEMENT

Praise to Allah, the Almighty for giving me strength to undergo 8 weeks of
practical training and successfully completed my practical training report. | am very
grateful because the practical training opportunity that | had with Hulu Selangor

District Education Office (PPDHS) was a great chance for me to learn.

First of all, | would like to express my deepest gratitude and special thanks to my
host supervisor of PPDHS, Miss Suziana Binti Kamaruddin who in spite was being
busy with her work, took times to guide and allowing me to carry out my duties as a
practical student in the organization. Thank you to all staffs in PPDHS for giving me

your help and cooperation during my training period at your organization.

Next, | would like to thank my practical training report supervisor, Madam Chai
Shin Yi for your guidance and advices. All of your assistance and reprimand are very
helpful for me in completing my report. | would also like extend my thankfulness
towards my parents for their moral and financial support as | working on completing
my trainee period and training report. Last but not least, thanks to all my friends for

helping me in completing my training report.

Aida Azieza Binti Azlan
Bachelor of Administrative Science (Honours)
Faculty of Administrative Science & Policy Studies

Universiti Teknologi MARA, Kampus Samarahan 2



CONTENTS

Chapter 1: Introduction

1.0 Introduction 1

1.1 Background of the Organization 1

1.2 Objectives of the Organization 3
18 Functions of the Organization 3
1.4 Logo of the Organization 4
1.5 Organization Policy 5
1.6 Vision and Mission 5
1.7 Organization Chart 6
1.8 Clients Charter 7
Chapter 2: Schedule of Pgactical Training

2.0 Introduction 11
2.1 Week 1 (20" Jan-22" Jan) 11
2.2 Week 2 (25" Jan-29t" Jan) 12
2.3 Week 3 (15t Feb-5" Feb) 15
24 Week 4 (8" Feb-12" Feb) 17
25 Week 5 (15" Feb-19" Feb) 17
26 Week 6 (22" Feb-26™ Feb) 18
2.7 Week 7 (291" Feb-4™" March) 20
2.8 Week 8 (7t March-11t March) 22
2.9 Week 9 (14" March-16™" March) 25
Chapter 3: Analysis

3.0 Introduction 26
3.1 Concept of Counter Services 26
3.2 Service Quality 31
3.3 Communication Theory 35
Chapter 4: Recommendations

4.0 Introduction 38
4.1 Strengths 38
4.2 Weaknesses 40
4.3 Recommendations 42
Chapter 5: Conclusion

5.1 Chapter 1 45
5.2 Chapter 2 46
) Chapter 3 47
5.4 Chapter 4 48
5.5 Overall Conclusion 49
References 50
Appendixes 52




1.0

1.1

CHAPTER 1
INTRODUCTION

Introduction

This chapter will briefly explained about the organization that the | went
to for practical training which is Hulu Selangor District Education Office
(PPDHS). In this chapter, | will explained on the background of the
organization, objectives and functions of the organization, the organization
policy, the vision and mission of the organization, orgénization chart as well
as clients charter. In addition, this chapter also will explained about the unit in

which the trainee was placed which is the Special Education and Private Unit.

Background of the Organization

Hulu Selangor is the largest district in Selangor and is located in the
North of the State of Selangor Darul Ehsan. Kuala Kubu Bharu is one of the
districts that have various government agencies and one of them is Hulu
Selangor District Education Office (PPDHS). PPDHS history beginning with its
founding in Sekolah Menengah Kebangsaan Dato’ Haji Kamaruddin Kuala
Kubu Bharu on 15t June 1982. On 1st July 1982, PPDHS moved its office to
Sekolah Kebangsaan Kuala Kubu Bharu. After two years operated in school,
PPDHS moved and began operations in a new building which is in Hulu
Selangor district office until 31t December 2009. On 1%t January 2010
PPDHS finally moved to its current location at Wisma Tenaga Nasional

Berhad (TNB) in Jalan Kuala Kubu Rasathurai Bharu.



