
SKayjfisSfeslfc 
UNIVERSIT1
Te k n o l o g i
Mara

IN
fcDUC

UiNG
UDlfcS

INDUSTRIAL
TRAINING REPORT

INSTITUTE OF CONTINUING 
EDUCATION & PROFESSIONAL STUDIES 
(ICEPS)
22nd SEPTEMBER 2025 - 06™ MARCH

BA232 - BACHELOR OF OFFICE 
SYSTEMS MANAGEMENT i
(HONS.)

PREPARED BY
AISYAH LUTFIAH BINTI ZULKIFLI 
(2 0 2 2 4 7 8 7 4 2 )

PREPARED FOR:
MADAM MUNIRAH BINTI MOHD3IDI



SURAT KEBENARAN

Tarikh : ....3-. 

Kepada:

Penyelaras Latihan Praktikal
Fakulti Pengurusan Perniagaan 
UiTM Kampus Bandaraya Melaka 
110 Off Jalan Hang Tuah 
75300 Melaka
No Tel : 06-285 7 1 1 9 /7 1 9 0 /7 1 9 6
Email : praktikalfppmelaka@ uitm.edu.my

Tuan/Puan

KEBENARAN UNTUK MEMUAT NAIK HASIL LAPORAN PELAJAR LATIHAN INDUSTRI 
SEBAGAI “PUBLIC ACCESS” Dl REPOSITORI UITM

1. Merujuk perkara di atas, pihak organisasi bersetuju / tidak bersetuju pihak universiti 
memuat naik hasil laporan pelajar latihan industri sebagai “public access” di repositori UiTM.

Maklumbalas (/)

Setuju

Tidak Bersetuju

Nama Pelajar AlSWAH LOTHAH felNTl TAJUtfLl
No. Matriks Nama Program fcf\132
Tajuk Laporan iNDW.'ttUAL lH<5r Nama Syarikat i CEPS VMW

2. Tindakan ini adalah di bawah tanggungjawab dan kesedaran penuh oleh pihak
organisasi.

3. Sekiranya terdapat sebarang masalah atau kebocoran maklumat sulit pihak
organisasi tidak boleh mengenakan sebarang tindakan undang-undang kepada pihak 
universiti.

Yang Benar

Nama Pegawai 
Jawatan 
No. Tel.
No. Faks

y
Ott RiWMft M OtHn'frt* 
fcfciupi pvi&Prt ptHfcAniAN
016. &4T Ht'f<*

Cop jabatan/organisasi:

DR. AZHANA BINTI OTHMAN
KETUA PUSAT PENGAJIAN 

INSTITUT PENDIDIKAN BERTERUSAN 
DAN PENGAJIAN PROFESIONAL ( iCEPS) 

UNIVERSITI TEKNOLOGI MARA 
CAWANGAN MELAKA

mailto:praktikalfppmelaka@uitm.edu.my


\w w < ri i -v.vr

u n iv e r s it i
Te k n o l o g i
Mara

iCEPS
INSTITUTE OF CONTINUING
EDUCAilON & PROFESSIONAL SIUDiES

EXECUTIVE
SUMMARY

This report presents a summary of the knowledge, skills, 
and practical experience gained during a 24-week industrial 
training at the Institute of Continuing Education & Professional 
Studies (iCEPS), conducted from 22 September 2025 to 6 March 
2026, as part of the requirements for completing the final 
semester of study.

The primary objective of this internship was to expose the 
trainee to a real working environment and to bridge the gap 
between theoretical learning and practical application. During 
the training period, I was assigned to the administrative and 
management unit at iCEPS, where I was involved in various tasks 
such as document management, data handling, assisting in 
daily administrative operations, and supporting program 
coordination activities. I also had the opportunity to attend 
meetings and assist staff in managing professional and 
continuing education programs offered by iCEPS.

Throughout the internship, I developed both technical and 
soft skills, including communication, teamwork, 
management, problem-solving, and administrative 
competencies. In addition, I gained a clearer understanding of 
iCEPS's organizational structure, work culture, and its role in 
providing lifelong learning and professional development 
opportunities.

Overall, the industrial training at iCEPS was a valuable and 
enriching experience that enhanced my professional readiness, 
improved my personal development, and provided meaningful 
exposure that will be beneficial for my future career growth.
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