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1.1

1.2

CHAPTER 1
INTRODUCTION

Chapter Review

This chapter focused on the background of the Hock Peng Organisation as a wholly.
In section 1.2 the trainee will explained on the Hock Peng Organisation. Meanwhile,
Section 1.3 focused on the Hock Peng Organisation’s vision and mission followed by
the section 1.4 that explained on the organisation’s logo. Sections 1.5 trainee show the
organisation’s chart and also describe the responsibilities of the employees in the
Hock Peng Reality Sdn Bhd Mukah, Sarawak. Next section 1.6 trainee explained on
the services and facilities provided by Hock Peng Reality organisation and last section

1.7, trainee provides the brief organisation information.

Hock Peng Organisation Background

Hock Peng Organisation is a diversified group of companies with interests in
property development, building and civil engineering construction, marine dredging,
land reclamation, retail business, hotels, service station, trading and plantations.

The Group started their business as a small furniture manufacturer in Sibu in
the 1960s which is Toh Boo Khim laid as a founder for the establishment of a leading
real estate and housing development group of companies in Sarawak. The company
slowly expanded during the 1970s, venturing into construction work and property
development in Bintulu and Sibu. Spurred on by the succefull completion of
numerous projects, the Group expanded the scope of its construction and property
development business in the 1980s and at the same time diversified into hotel
business and trading activities.

As Sarawak’s economy and infrastructure development accelerated in the
1990s. Hock Peng further expanded its civil engineering operations and ventured into
marine dredging and land reclamation work. Hock Peng is now one of the few local
contractors with its own dredging equipment and experienced dredging team. The
Group’s construction arm is a PKK, UPK and JKR registered Class A-A-A and CIDB

registered Grade G7 contractor.
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The Group’s increased capabilities and strong track record over the years led
to its being awarded numerous government contracts and joint-venture development
projects with statutory authorities throughout Sarawak. Hock Peng today was
continues to participate actively in the development of Sarawak with its headquarters
in Sibu and a regional office in Kuching, as well as branch offices in Miri, Bintulu

and Mukah.

Hock Peng Organisation’s Vision and Mission

1.3.1 Organization’s Quality Policy

Hock Peng focusing on developing various industries in Sarawak and backed
up by a group of dedicated employees in itself. This organisation is committed to
provide construction and property development services to their clients in a timely
and cost effectiveness manner and to meet their client’s requirements. Hock Peng
strive to comply with the statutory, regulatory and client’s requirement and
continually improve the effectiveness of the QMS through reviews, audits and
initiatives.

In measuring the achievement of this policy, quality objectives are established
and reviewed during Management Review Meeting at least once a year to ensure
continuing suitability. These quality policies are communicates to all levels of the

organisation to ensure their understanding in working towards common goals.

1.3.2 Organisation’s Functional Quality Objectives

1. Resource Management

¢ To ensure the competence of our employees, our management will allocate
resources for training assistance to all permanent staff for eight hours per year,
if required.

¢ 70% of the machineries and equipment for each project to be serviced as per

scheduled.
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Project Administration

90% of the purchased materials to be delivered on time.

Submission of the progress claim to client on monthly basis or as per
scheduled instalment.

To have minimum 70% of satisfied customer achieved through Customer

Surveys.

3. Quality Management

¢ At least have one improvement to QMS per management review.

4. Construction Management

** Minimum 80% QC inspection for Roofing, Plastering and Painting achieved
Good (G) grades for each project.

“* Maximum 5% of wastage for overall concrete quantities for each project.

“* Maximum 8% of wastage for overall steel quantities for each project.

* Minimum 4 times usage per piece of plywood formwork for each project.

5. 90% of the projects to be completed on schedule.

Table 1.1 Organisational’s Functional Q_ual_ity Objéctives

Page | 3



1.4

Organization’s Logo

A logo 1s a symbol used by the companies in which to represent and identify
of what the organisation literally do. Hock Peng Organisation’s logo has the potential
to communicate and reinforce a brand’s core values in order to generate business

profits. Hock Peng Organisation’s logo;

w F A A
HOCK PENG QRGANISATION

Figure 1.1 : Hock Peng Organisation Logo

Hock Peng Organisation logo represents by the Chairman’s name which are
Datuk Toh Chiew Hock and his younger brother Dr. Francis Toh Chiew Peng. After
their late father, Toh Boo Khim died which the founder of the organisation, Hock
Peng is now fully led by both of his sons. Their organisation’s logo plays an important

role in their business to achieve until this level. Not only easy to understand but their

logo also easy to remember.
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1.5.2 Employees’ Responsibility

POSITION / TASKS

Mr. Lai Pung Joo

e Branch Manager.

e Responsible for managing and administering the
affairs of the organisation on a day-to-day basis
covering all angles of the branch fornication in
order to achieve the organisation’s goal.

e Acts as a supervisor to the students who undergo

their industrial training in this organisation.

Mr. Toh Siew
e Construction Manager.
e Managing on site’s activities such as overseeing
and directing construction projects from
conception and completion and negotiating with or

hiring subcontractors and workers.

Mr. Chen Shaw Hing
e Engineering Assistant.
o Conducts inspections and analytical tests.
e Involved in engineering and administration of the

projects.

Mdm. Wan Lee Lee
e Administration and Human Resource clerk.

e Responsible in coordinating office activities and
operations to secured efficiency and compliance to
company policies.

e Responsible in keep stock of office supplies and

place orders when necessary.
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Miss Lim Chai Ling

e Accountant.

e Verifying the accuracy of invoices and other

accounting documents or records.

e Handling the check payment made by the

organisation.

Miss Ting Leh Ee

e Accountant.

e Reconciles records with internal company
employees and management or external vendors
and customers.

e Update business transactions such as expense

vouchers and receipts.

Miss Magdalene Tiong
e Accountant.
e Responsible in budgeting and bookkeeping.

e Prepare report.

Miss Angelina Benedict
e Accountant.
o Gather and monitor financial data.

e Enter data in computer system.
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Miss Juliana Sylvester
e Marketing.
e In charge of buying and selling property such as
commercial shop house and residential housing.
e Helps Engineering assistant to do inspection for
roofing, plastering and painting.
e Promoting organisation’s brand to the public and

target customers.

Miss Nur Faziela Saily
e Marketing.
e Develop internet advertising and all other forms of
sales.
e Promoting organisation’s brand to the public and
target customers.
e Any other duties as may be assigned by the

superior from time to time.

Miss Christina Charles
e Purchasing Clerk.
e Receive orders from department within the
organisation.
e Contact suppliers in order to schedule or expedite

deliveries and to resolve shortages, missed or late

deliveries and other problems.
e Track the status of requisitions, contract and

orders.
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Miss Imelda Julaihi

Purchasing Clerk.

Receive orders from department within the
organisation.

Contact suppliers in order to schedule or expedite
deliveries and to resolve shortages, missed or late
deliveries and other problems.

Track the status of requisitions, contract and

orders.

Miss Laura Deli

Purchasing Clerk.

Receive orders from department within the
organisation.

Contact suppliers in order to schedule or expedite
deliveries and to resolve shortages, missed or late
deliveries and other problems.

Track the status of requisitions, contract and

orders.

Table 1.2 Employee’s Responsibilities
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1.6

Services and Facilities Provided by Hock Peng

Hock Peng Reality Sdn Bhd is a group of an organisation which specialises in
a wide range of fields and that is why it was generally known as a one of big
organisation that leads in developing economics in Sarawak. With only starts as a
manufacturing business, it managed to growing rapidly, covering variety range of
domestic business such as building, marine, dredging and hotel. The most common
facilities that Hock Peng offered were the commercial shop house and residential
house. However, there are still in plan for upcoming project by next year which is
2019.

Hock Peng are divided into four different entities which are lies to Hock Peng
Engineering, Hock Peng Furniture & General Contractor, Hock Peng Reality and
Hotel and retail Business. Every sub division carries its own business and site’s
project. Hock Peng are responsible to design and build most of the site’s project
cooperate with the other organisation. Below are the lists of site and business handled

by Hock Peng division for Mukah branch;

Hock Peng Engineering Sdn Bhd
1. Mulok East 2 (ME2)
1. SE2

Hock Peng Reality Sdn Bhd
1. Mukah Project
1.  Coal Barging

Hock Peng Furniture & General
Contractor Sdn Bhd
1. BPC1/2/9 (Bukut)
1. WKO01/2/3/4 (BEM)
ii.  Mukah
(MPQG)

Power Generation

iv.  Sarawak Coal Resources (SCR)

Hock Peng Associates with Hotel and
Business Retail
i.  Li Hua Hotel
- the first hotel chain of Hock peng
Organisation in her maiden
venture  into  tourism  and
hospitality industry in 1979.
ii. Medan Departmentl Store &
Supermarket
- the department store commenced
business on 26 September 2008,
followed by the supermarket on 26

September 2009.

Table 1.3 List of site and businesses handled by Hock Peng Organisation
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1.7  Organisation Information

Name of Company - Hock Peng Reality Sdn. Bhd.

Address ! HOCK PENG REALITY SDN BHD, SUBLOT
12, MUKAH NEW TOWNSHIP, 96400
MUKAH, SARAWAK, MALAYSIA.

Telephone no. : 084 - 871376
Facsimile no. : 084 —871390
Website : www.hockpeng,org
Company Registration no. : 20235-D

CIDB Reg. Grade : Grade 7

Table 1.4 Organisation’s Information

1.8 Chapter Summary

Throughout this chapter, trainee had briefly explained on the background of the Hock
Peng Organisation as a wholly with the organisation’s vision and mission especially
the Hock Peng Reality Sdn Bhd Mukah whereby it is where the trainee doing her
practical training for 8 weeks. In addition, trainee also identified the services and
facilities provided by Hock Peng Organisation together with the organisation’s

information.
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2.3 PRACTICAL TRAINING SCHEDULE

Trainee was provided with the logbook by UiTM Samarahan. All duties and tasks done by

trainee was recorded in the logbook as well as signed and approved by the supervisor weekly.

(24™ July — 28" July)

Weeks List of Activities
(2018) (Weekly)
Week 1 a) Report Duty

Trainee report duty at the ground floor office and
meet with Mdm. Wan Lee Lee, supervisor during the
practical training.

Mdm. Wan Lee Lee asked the trainee to fill in the
form of trainee’s personal information.

Introduce trainee with other staff and trainees from
different University and asked the trainee to sit with
other trainees at level 1 office A to ensure that the
trainee can cooperate well with other trainees in the
organization.

Besides, the trainees who have start their practical
earlier explained what should be done and what
shouldn’t be done in the organisation as the beginning

of the practical training.

b) Administration task

Figure 2.1 Employees” Work Cards, Overtime Paper &

Employees’ List

The trainee was given the Hock Peng’s employees’
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work cards from different project to be separated
between local and non-local employees.

e The employees’ work cards also must be separated
from overtime paper which has been compiled behind
the work cards. This is to ensure that it is easy to do
photocopy on each work cards and overtime paper.
Besides that, the employees’ list also needs to be
photostatted.

e Miss Imelda asked to double check the amount of
wages, EPF, SOCSO and etc from the work cards and
compared to the name list given to make sure exact

amount has been key in at the list.

Figure 2.2 Photostat Duties on each Employees” Work Cards,
Overtime Paper and Employees List

e Miss Imelda at level 1 office A asked the trainee to do

the photocopy on each employees’ work cards,

overtime paper and employees’ list and teach how to

the photocopy one by one. The local and the non-

local employees’ work cards should be separated
during the photocopy.

e After the photocopy, the employees’ work cards and

overtime paper need to be compiled together again as

before it was separated and gives the original and

photocopy to Miss Imelda.
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Figure 2.3 Invoice

e Writing an invoice asked by Miss Laura and get
signature from Hock Peng Reality’s manager, Mr.
Lai Pung Joo on;

» Transportation spare parts
» Good purchased
e Check invoice number and amount of money on the

resit to make sure it is correct as stated in the cheque.

Figure 2.4 Name list cutting to be attach to the envelope

e Miss Imelda asked to cut the list name one by one
and attach each name to each envelope. Then, the
envelope need to be compiled with the employee’s
work cards based on their name on each envelope
and work cards. The enveloped will be used to pay
the employee’s wages who work at the site. Thus, the
task given by Miss Imelda repeated as she handled
several Hock Peng Reality’s employees at
different site.

e In addition, the envelope that has been compiled with
employee’s work cards will also be compiled with
employee’s pay slip. Each employee has two pay slip

that will be compiled in front of the envelope.
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c) Data Processing

Figure 2.5 Software application

e Miss Laura asked to key in employees’ wages based
on what has been written at the employees’ work
cards such as working hours and teach how to key in
the data using the software application which is

Microsoft Excel.

d) Outdoor task
e Mdm. Wan Lee Lee asked to send items at Sheng Y1
Stationary & Trading to be post using GDeX.

Week 2
(30" July — 4™
August)

1. Counter Service
e Answered any phone call and connect it to the other

staff to which they are asking for.

2. Administration task

e Sending document that has been signed by the
manager, Mr. Lai Pung Joo from ground floor office
to the level 1 office to be passed to the staff.

e Sending document to be sign by Mr. Toh Hui Siew,
construction manager in his office at level 1 office A.

e Mdm. Wan Lee Lee asked to do a photocopy on resit
of purchasing goods.

e Mdm. Wan Lee Lee asked to arrange the petty cash
voucher based on their reference number for January

2018 and February 2018.
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3. Financial task
e Few trainees asked to go for financial room to
help the staff with budgetary process such as
double check the amount of employees’ wages
one by one to make sure the amount is correct
before being put into the envelope that has been
prepared the day before the budgetary process.
The task given repeated with different employees

from different site.

4. Outdoor task
e Mdm. Wan Lee Lee asked to go the several places
such as:

» Sheng Yi Stationary & Trading : to buy
some stationary such as file, books, A4
paper and A3 paper that ordered from
another office site, Sarawak Coal
Resources (SCR).

» Pejabat Tenaga Kerja Mukah : to take a
non-authorized employment payroll under
Hock Peng Fumiture &  General
Contractor Sdn Bhd (license renewal).

» Yong Brothers : to get the sign at some
document and voucher provided on
purchasing goods, pay for the goods
purchased by cash and get red receipt of
the invoice from the owner.

» Syarikat SESCO Berhad : pay July 2018
electricity charges.

» Hongleong Bank : bank in some amount
of money using cash deposit machine

ATM to Hii Loo Ning.
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Week 3
(6™ August — 11"

l.

Counter Service

e Answered any phone call and connect it to the

August) other staff to which they are asking for.
2. Administration task
e Sending document to be sign by the manager from
level 1 office to the ground floor office.
e Key in tax invoice or purchasing order into Daily
Received System software to ensure that the tax
invoice and purchasing order was recorded in the
system.
e Key in the advance request by the employees in
data provided using Microsoft Excel for Mulok
Site.
Week 4 1. Counter Service

(13™ August — 18"
August)

e Answer any phone call and connect it to the

other staff to which they are asking for.

2. Administration task

e Sending document or parcel from ground
floor office to the staff at the level 1 office and
to the engineer room to get the sign on the
document.

e Doing photocopy on petty cash voucher,
employee’s advances and overtime paper from
different sited asked by Mdm. Lee Lee as a
copy before the original one send to the
headquarters.

e Issue and print out a new employee’s work
cards at the site BPC9, Mulok East 2 and

Sarawak Coal Resources for the month
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Septermber 2018.
e C(Calculate the working hours ot the employee
from the work card provided so that it will be

easier to calculate the wages of the employees.

3. Outdoor task

Figure 2.7 Parcel to be sent to the Bus Terminal
e Went to bus terminal to send some parcel to
be post to Hock Peng Sibu and Hock Peng
Kuching asked by Miss Goh Shyang Fen.
e Went to Sheng Yi Stationary & Trading to
buy some stationary for office use at the site
that will be collect by one of the staff from the

site.

Week 5
(20" August — 25"
August)

1. Counter Service
e Answered the phone call and connect it to

the other staff to which they are asking for.

2. Administration task

e Sending document from level 1 office to
ground floor office.

e Photostat water bil from 10 different
sublot which consist of ground floor, level
1 and level 2 in one sublot to be fax to the
staff at the JKR staff due to certain issues
arise,

e Recheck the cheque information and
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