DEPARTMENT OF BUILDING

UNIVERSITI TEKNOLOGI MARA

(PERAK)
PROJECT DOCUMENT CONTROL

Prepared by:
AISYAH FARHANAH BINTI SHARUL AZMAN

2019424252



ACKNOWLEDGEMENT

Alhamdulillah all praise to Allah for ease everything.

I would like to expand my grateful feeling for all guidance, advices, help and
knowledges that | have gained and learned throughout my 4 months which consists
20 weeks of internship semester. | also consider myself a lucky person for being a
part of Ilham Construction.

First and foremost, I would love to dedicate Dato’ Abdul Rahman for gives me a
chance to execute my practical training in Ilham Group Construction Sdn Bhd. |
express my deepest thanks to Ilham Group manager, Mister Ramzuzaidi Ramli for
allowed me to handle a few of site projects and lead me to the correct path despite
being extraordinarily busy carrying out all duties. He is also responsible to advise me
until I learn and developmentally understand especially in floor plan calculation and

brick walls measurement.

I also did not forget to convey my gratitude towards Madam Nor Hanani Abu Hassan
and Mister Nazri Baharuddin, site supervisor for accepting me and enlighten my
comprehensions in construction field without feeling scornful but kindness and
patience. Their guidance really helped me out especially in office management and

site project management.

I would also like to thank all UiTM lecturers and my classmates for helping me in
completing this report successfully. | also took this opportunity to extend my
gratitude to Miss Nor Azizah binti Talkis, Report Supervisor, Mister Muhammad
Naim bin Mahyuddin, Practical Training Coordinator and Dr Nor Asma Hafizah
Binti Hadzaman, Programme Coordinator. 1 would like to thank my Evaluation
Lecturer, Pm Ts Dr Sallehan bin Ismail for the ideas, opinions and that they have

granted toward this report.

Last but not least, | dedicate and express my deepest thankful to my parents for all

sacrifices and encouragements that they have give to me throughout these years.

Thank you so much.



ABSTRACT

Office management is one of important backbone in any company management
hence, this report will elaborate more about office management according to MS 1SO
9001 : 2015 — Quality Management Systems. This study was carried out for Ilham
Group Construction Sdn Bhd (M), Pulau Pinang. The objective of this discussion is
to learn about document control job in various aspects including the type,
importance, affects and procedures specifically in construction field. It will detail out
the procedure of document controlling from the creation of document until

obsolating document process.
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CHAPTER 1.0

PREFACE

1.1 Introduction

An internship is a temporary practical training or learning experience that
associated to student’s study field or profession interest. This helps student to explore
more about the career and development their competency. Internship students are
monitored and supervised. Commonly, internships needed at least 120 hours which
consists 10 hours per week. However, there is no timelines set and the time period is
according to the type of construction you are applying in construction internships.
Normally, the time period set decided by the manager. There are three catagories

intership in construction field, including :

e Civil Engineering
e Sustainable Construction

e Construction Management

There are also a few reasons why an internship is important and necessary to
students such as students could gain more experience and knowledge about their
career, learn about professionalism and work etiquettes. Lastly, if the internship
experience is an excellent experience, the company might hire for a permanent
position in the company. Internships could perhaps represent as pre-employment
trainer. Managers and company Human Resources (HR) could contemplate the
students in various contexts and aspects to evaluate worthwhile criteria to become

the employee for the company.



