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ABSTRACT

Based on the industrial training period from 01%* July 2015 to 31% December 2015 at National
Archives of Malaysia, Kuala Lumpur, Planning and Coordination Divisionhave their own roles
and responsibilities. Planning and Coordination Division is the core division which supports the
implementation of functions and responsibilities of the National Archives of Malaysia in providing
efficient and effective product and service delivery to customers. To achieve such aspirations,
the division is responsible for ensuring that the policies, directions and strategies of the National
Archives are sound and effective; implementation of system for archives delivery services and
records management are progressing smoothly and in compliance with the laws, regulations
and standards set by the National Archives of Malaysia; and its officers as well as archival staff
have a level of competency in areas of archives administration and records management
appropriate to their length of service.

| was deployment at Consultation and Training Section. This section are responsible for
providing advisory services on Records Management and Archives Administration through
consultations, discussions and talks the Ministries, Departments and Government Agencies.
The Records Management Consultation Service is an effort made to improve the efficiency of
public records management towards better public service governance and also ensuring that
public offices will be able to manage government records more efficiently and systematically.

In line with the aspirations of the government which place great emphasis on human capital, this
section strives to enhance the competency of officers and staff of the National Archives of
Malaysia by providing archival profession training course schedule and modules in the field of

records management and archives administration.
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