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EXECUTIVE SUMMARY

Putra Specialist Hospital Melaka Sdn Bhd was established in 1995 at Jalan Bendahara

which is nearby with Melaka bus station, Melaka Sentral. About 6 months I am undergoing

industrial training at Putra Specialist Hospital Melaka Sdn Bhd, starting from 1 March 2023 to

15 August 2023. In this report, I will explain in more details about the company's profile,

background, location, vision, mission, objectives, organisational structure, and product or

services that provided by an organization, as well as my experiences and benefits from this

internship. The primary goal of this report is for me to assess the organization's Strength,

Weakness, Opportunity, and Threat (SWOT) that are related with the department which has

been determined for me.
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1.0 STUDENT’S PROFILE

0  PROFILE INFO

I am a fresh graduate student o f  Bachelor in O ffice System
Management in Universiti Teknotogi Mara (U>TM) Kampus
Sandaraya Melaka. My goal in the workplace are want to  learn
new skills and knowledge as much as possible. Currently. I am
looking job opportun ity in any position tha t relate to  my course
o f study, so tha t I can apply knowledge tha t I has learn in every
job tha t are assigned to  me.

I t  EDUCATION

CONTACT
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MY SKILLS &
EXPERTISE

0 2021-C u rre n t
Bachelor in O ffice  System Management
Universiti Teknotogi Mara Kampus Bandaraya Melaka
CGPA: 3.44

0 2018 - 2021
Diploma in O ffice  M anagement and Technology
Universiti Teknologi Mara Kampus Alor Gajah
CGPA: 3.50

0 2013 - 2017
Sijil Pelajaran Malaysia
Sekolah Menengah Kebangsaan Bukit Rambai
tA 2A- 1B+ 2B1C + 1C1D

9  ACTIVITIES AND ACHIEVEMENT

Technical Skills
M icrosoft O ffice
Social Media
Fast Typing - SO WPM

Personal Skills
r  P ro b le m -S o lv in g

Administrative
Teamwork

LANGUAGE

• Malay ■ .

• English ■

• Mandarin s k k

0 2019
Dean List Award fo r Semester 2 and 4 for Diploma in
O ffice Management and Technology

©  2021

Dean List Award for Semester 3 for Bachelor in O ffice
System Management

Bureau reg istration fo r ’ Plan De C arrie r“ Webinar

Participate in Program Positive Thinking and Effective
Communication Skill

Participate in Program Webinar Effective
Communication

U  MY REFERENCE

Puan Noorzalyla Binti M okhtar
Senior Lecturer
Faculty Business and Management
Universiti Teknotogi Mara (UiTM)
Cawangan Melaka
(+60) -125111812
noorza2940@uitm.edu.my


