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1.0 EXECUTIVE SUMMARY

This internship report is based on 6-month industrial training experience at " Pejabat
Daerah dan Tanah Kuala Kangsar". My supervisor, Ms Jasmei Norhuda Binti Razalli, has
assigned me to complete my practical training in the District Management department. My
internship at "Pejabat Daerah dan Tanah Kuala Kangsar" will last 24 weeks, beginning on
March 1, 2023, and ending on August 15, 2023. The industrial training period is long enough
for me to learn many new things and gain valuable work experience in dealing with people.
During my industrial training, I was exposed to the current state of the work environment. I

developed my skills and learned effective communication techniques.

In this internship report, I include my resume in the student's profile section. My
personal information is included on the resume. Second, I have included my internship
company profile, which includes details such as the company's name, location, background,
vision and mission, objective goal, and organisational structure. I also included a training
reflection in this report, which includes the duration of the internship, details about the
department to which I was assigned, my roles, and the benefits I gained. I also mentioned the
SWOT and PESTEL analysis. The PESTEL analysis framework is used to conduct the SWOT
analysis. The primary goal of this report is to assess students' understanding of the industry and
to serve as part of a reflective journey on what was accomplished during the 24 weeks of the
internship. Finally, I discuss and recommend improvements to "Pejabat Daerah dan Tanah

Kuala Kangsar".
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5.0 COMPANY'S PROFILE

5.1 Company Background
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Figure 2: Location

“Pejabat Daerah dan Tanah Kuala Kangsar” is located at Kompleks Pentadbiran
Daerah, Jalan Raja Chulan 33000, Kuala Kangsar, Perak Darul Ridzuan. “Pejabat Daerah dan
Tanah Kuala Kangsar” is a local council in Perak. It manages local development plans,
licencing issues, and social and local welfare. There are nine sub-districts in Kuala Kangsar
District, namely: Chegar Galah, Kota Lama Kiri, Lubok Merbau, Kampung Buaia, Senggang,

Sayong, Kota Lama Kanan, Sungai Siput, and Pulau Kemiri.

Mr Zulhisham Bin Ahmad Shukori, as District Officer, has led this office. The office is
open from Monday to Friday. Monday through Friday, the hours of operation are 8:00 a.m. to
5:00 p.m. The organization's main motto is "Customer Satisfaction is Our Priority." Constantly
improving work quality through innovative ideas, acting, and performing every task and
activity with complete integrity to produce the highest, optimal, and long-term results for

stakeholders, customers, and all department members (Ptg Perak., 2021).



5.2 Vision, Mission & Objective

The organization's vision is to provide quality, innovative, and responsive District
Management services, conductive infrastructure facilities and the development of a mentally
resilient community. Aside from attempting to improve land development following current

development progress. (Ptg Perak., 2021).

The organization's mission is to build a dynamic, productive, disciplined, efficient, and
trustworthy "Pejabat Daerah dan Tanah Kuala Kangsar" geared towards community and local

economic development to realize the National Vision. (Ptg Perak., 2021).

The organization's goal is to efficiently and effectively provide quality services to
District Administration members in General Administration, Finance, Services, and
Recruitment. Furthermore, strive to provide high-quality services in the areas of disposal,
development/land registration, and revenue collection under the Land Code and revenue
collection under the National Land Code (NLC) and related laws, as well as law enforcement.
Finally, it intends to conduct human development projects to improve people's well-being. (Ptg

Perak., 2021).



5.3 Organizational Structure
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Figure 3: Organizational Chart

This administration is divided into four divisions: Management Services Division,
Rural Development Division, Land Management Division, and Legal Division. Mr Zulhisham
Bin Ahmad Shukori is the District Officer at the “Pejabat Tanah dan Daerah Kuala Kangsar”.
Other Assistant District Officers who assisted him included Miss Syurina Binti Shapiai, Noor
Aniza Binti Mansor, Akmall Ersyadiah binti Abdul Razak, Lailatulmeah binti Adnan, and

Jasmei Norhuda Binti Razalli.



6.0 TRAINING’S REFLECTION

6.1 Duration

I have undergone industrial training from 1 March 2023 until 15 August 2023 for 24
weeks. Working days at "Pejabat Daerah dan Tanah Kuala Kangsar" are from Monday to
Friday. The organization also practices flexible working hours. Officers can start work between
7.30 am and 9 am and leave between 4.30 pm and 6 pm to complete a day's work. Lunch time
is 1.00 pm to 2.00 pm. All employees must work at least 8 hours daily, excluding a one-hour

break for rest and lunch.



6.2 Roles and Responsibilities

This administration is divided into four divisions: Management Services Division, Rural
Development Division, Land Management Division, and Legal Division. Organizational
Management Units, Finance, Human Resources, Information Technology, Records and Events
are part of the Department of Management Services. I have been assigned to the Management
Services Division under Human Resources Division supervised by Cik Jasmei Norhuda Binti
Razalli. My tasks and roles are not limited to the Human Resources department; I also assist

other employees in the Finance and Events Units as needed.

I managed the employee service book, which records leave, salary increases, and employee
bonuses in each department at "Pejabat Daerah dan Tanah Kuala Kangsar" in the Human
Resources Unit. I am responsible for entering all pertinent information into the employee
service book. I am in charge of entering all relevant information into the employee service
book. For example, I have been assigned to record the Eid bonus 2023, up to RM700 for each
employee in each department at "Pejabat Daerah dan Tanah Kuala Kangsar". In addition, I

helped make a copy of the employee's salary slip to obtain a bank loan to buy a car and a house.

Furthermore, I am in charge of assisting in the planning of events organized by the
organization. For example, the Excellent Service Award Ceremony, the Breaking the Fast with
King Dihilir Ceremony, the organization's Team-Building Programme, and the Perak Darul
Ridzuan state awarding ceremony in conjunction with His Majesty the Sultan of Perak Darul
Ridzuan's 66th Birthday. I am responsible for managing tentative programmes and serving as
the secretary for each programme run as part of my job. I assisted in the initial programme
design preparation and ensured that all programme requirements were met. For example, when
handling the Excellent Service Award Ceremony, I was tasked with locating a hotel and
compiling a list of employee names to organize their rooms. It provided me with extensive

exposure to the experience of managing corporate events.

In addition, I was tasked with creating posters for the organization's programmes, which
would be displayed on the organization's official social media pages. For example, an Eid al-
Fitr poster, a banner for the Excellent Service Award Ceremony, Deepavali Day, Star Rating
System (SSR) and many others. Each design must also be shown to the supervisor for approval
before being posted on social media platforms such as Facebook. I was also tasked with

creating a certificate for each organization's programme. Certificates produced include the



Team-Building Programme Certificate, Official Letter Writing Course and Government Memo,

Tenpin Bowling Team, and many more.



6.3 Benefits

While undergoing industrial training at "Pejabat Daerah dan Tanah Kuala Kangsar", I did
not receive any allowance. Nonetheless, it provided the invaluable experience I could not have
obtained elsewhere. It can also help me improve my skills in other areas. Thinking abilities,

problem-solving abilities, and communication abilities are examples.

Every task assigned to me requires a creative way of thinking and the ability to solve any
problems that arise. It has helped me in developing a more effective way of thinking. While
managing the organised event, I learned how to negotiate. For example, if I disagree with an
employee while managing a programme, | must ensure that my opinion is thoughtful so that
no problems arise later. It provided me with new experiences when I had to effectively reject
other employees' opinions and persuade them of my own. It gave me new experiences and

allowed me to meet people from various backgrounds and positions.

Furthermore, it improves my communication skills so I can communicate more confidently
with everyone. Confident communication is beneficial at work and during the job interview
process (Northup, G., 2023). Working in this organisation requires me to interact with people
of all ages and genders. When I am frequently assigned to help manage a programme, I am
more confident in meeting new people. It will help me improve my communication skills. This
experience can also help me in the interview process when looking for work. Employers are
more likely to accept candidates who are self-assured and have good communication skills than

candidates who are quiet and shy.



7.0 SWOT ANALYSIS

STRENGTHS

1.Friendly Environment

2.Leadership Skills

3.Flexible Working
Hours

OPPORTUNITIES

1.Event Collaboration
2.Technology
Advancement

WEAKNESSES

1.Workplace Diversity

2. Limited Work
Environment Space

3.Limited Financial
Resources

SWOT

Analysis
THREATS

1. Negative feedback from
customer due to their
previous bad experience

2. Negative customer
feedback on social
media

Figure 4: SWOT Analysis
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8.0 SWOT MATRIX

STRENGTHS

1. Friendly Environment
2. Flexible Working Hours
3. Leadership skills

WEAKNESSES

1. Workplace Diversity

2. Limited Work Environment
Space

3. Limited Financial Resources

OPPORTUNITIES

1. Event

Collaboration
2. Technology
Advancement

SO Strategies

1. Staff in the organisation should
be friendly to the community,
particularly in events that involve
collaboration from  various
government or private agencies
because it can give them a good
impression while also attracting
interest to collaborate in future
events.

2. Flexible working hours allow
employees to use technology to
create a collaborative work
environment in which employees
are dedicated to doing the best
work for the organisation while
also requiring the flexibility to
work from anywhere other than
the office.

WO Strategies

1. Every employee should be
given an equal opportunity to
express their views by being
exposed through collaborative
events with other agencies
because everyone has a unique
set of strengths and skills that
others can learn from.

2. Organizations can save space
by digitizing as many files as
possible and storing work files
on a shared computer or drive.
Online document management
software makes stored data easy
to search, analyze, share with
others and use for forecasting.

THREATS

1. Negative
feedback from
customer due to
their previous bad
experience

2. Lack of workers

ST Strategies

1. Employees need to respond in a
positive and friendly manner when
dealing with dissatisfied
customers. They should
implement  precautions  and
conduct surveys with customers,
to avoid a lot of negative
feedback.

2. Organizations need to promote
flexible working throughout the
recruitment process by advertising
job vacancies as being open to
flexible  working so  that
employees are more attracted to
the position on offer.

WT Strategies
1. Organizations need to be open
to listen to the opinions of both
employees and customers in
order to improve the customer
service system.

2. Organization need to develop
conducive work environment to
increase productivity among
employees and recruit new
employees.

Table 1: SWOT Matrix
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9.0 DISCUSSION & RECOMMENDATION
9.1 STRENGTH
9.1.1. Friendly Environment

"Pejabat Daerah dan Tanah Kuala Kangsar" has a friendly environment. The
organization's employees have a close relationship, almost like a family. They also have a
strong team spirit, which includes trusting, communicating effectively, and always supporting
one another. They also treat and respect everyone equally, regardless of rank, whether top
management or regular employees. If someone requires assistance, they will always be
available to lend a helping hand. Because of the very calm and friendly work environment, [
easily adapt as a practical student when I am in the office. If there is a task that I am having
difficulty understanding, they will assist me by explaining it in greater detail. It made me feel
more at ease and less hesitant to ask questions about everything in the organization. This
friendly atmosphere has benefited the organization. It has succeeded in improving the
performance of every employee in the organization in this regard. A friendly environment can

reduce employee stress and lighten their workload while at work.

Organizations may maintain positive work environments by encouraging open
communication. An open communication situation is one in which people can freely express
their thoughts and ideas to one another. Ensuring that all employees feel at ease communicating
with one another is critical. In this regard, all employees should be encouraged to openly share
their ideas and concerns (Laker, B., 2023). For example, during organizational meetings,
everyone should have an equal opportunity to share their thoughts. Employees who believe
their ideas are heard and valued are more likely to stay with the organization because of its
pleasant environment. It is because they will feel more empowered to do a better job
(ExtensisHR., 2023). Employees are more motivated when they believe they are valued and
respected. According to research, those who feel heard on the job are 4.6 times more likely to

be empowered to do their best work (Jornod, A., 2021).
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9.1.2 Leadership Skills

The District Officer and the head of the department at "Pejabat Daerah dan Tanah Kuala
Kangsar" have good leadership skills. They can communicate well, motivate their team,
manage and delegate responsibilities, listen to feedback, and solve problems in an ever-
changing workplace (Doyle, A., 2022). When communicating with employees, they
demonstrate their leadership abilities. For example, they make certain that each assignment is
clear and precise. Listening is an important part of communication. Leaders should always be
willing to discuss problems and concerns with their employees. They must find a way to solve
every problem while minimizing risk as much as possible. Indeed, leaders in this organization
provide encouragement and motivation to employees to encourage them to improve their work
performance. Building a good relationship between leaders and subordinates has allowed them
to communicate freely at work. As a result, they are more approachable and open to hearing
different ideas from each employee. Good leadership skills among officers have been a strength

for this organization because they have contributed to improving its work quality.

The organization can build on this strength by offering more training classes to its
employees. It is critical to ensure that the organization has skilled and experienced employees.
Training programmes can also assist employees in preparing to advance to higher-level
positions and assume more responsibility within the organization (Valamis., 2023). These
programmes will assist them in developing the skills required to function more effectively in
their new roles. This training can help them develop leadership skills. Employees who receive
training improve their skills and knowledge of the job and their confidence in their abilities. It
will boost their productivity and allow them to work more efficiently and effectively.
Organizational leaders must recognize the importance of training and development in employee
performance and evaluation. A good training programme will always assist employees in
becoming acquainted with the ethics, values, policies, visions, and missions of their
organization (Herrity, J., 2023). Finally, they will gain more job knowledge and experience
after completing the training classes. As a result, more employees in the organization possess

leadership skills, which are critical for improving the quality of its work.
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9.1.3 Flexible Working Hours

"Pejabat Daerah dan Tanah Kuala Kangsar" have flexible working hours. According to
Service Circular 05/ 2019, officers may start to work anytime between 7.30 am and 9 am and
leave between 4.30 pm and 6 pm to complete one working day (Malay Mail., 2019). Because
of the flexible working hours, employees in this organisation do not feel obligated to come to
work. It also helps employees better balance their personal and professional lives. Employees,
for example, have control over their workday when they have flexible working hours. In this
regard, they can begin and finish their work whenever they want. It enables them to schedule
their work day around other obligations such as doctor's appointments or dropping off and
picking up children from school. Fortunately, employees in this organisation can work around
their family or personal commitments. They can also spend time with their families because
they are well-rested with work. Indeed, having flexible working hours can help increase
productivity. Indeed, flexible working hours can help increase productivity and employee job
satisfaction. It may also result in higher job satisfaction, leading to fewer employee turnovers

for the company.

Organisations can set measurable goals and ensure their employees know what is
expected of them. Measurable goals are objectives that you set for yourself that are specific,
attainable, and time-bound. It helps track each employee's progress and ensure that the goals
are realistic. Setting workplace performance goals can motivate employees and provide a
framework for measuring their performance (Gresolutions., 2020). For example, set a daily or
monthly goal for the amount of work you want to do each day (Sheanoy, P.,2023). In this case,
every head of the department must explain to the employees what they expect from the results
of their work. As a result, every organisation should define performance goals as precisely as
possible and make them as easily measurable as possible. The performance management
system is critical for assessing how well employees achieve their objectives. This action is also
one of the most effective ways for organisations that use flexible working hours to improve
work quality. This action ensures employees do not abuse the facilities provided while
improving their work results. Overall, employees and managers must develop a certain level

of trust in a flexible schedule to work.
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9.2 WEAKNESSES
9.2.1 Workplace Diversity

Diversity in the workplace is defined as employing people of different ages, genders,
ethnicities, sexual orientations, cultural backgrounds, and education levels (Stahl, A., 2022).
This organization's workplace diversity needs to be improved. Most employees in the
organization, including top management, middle management, and lower management, are
Malay. The organization has only a few Indian employees. It has resulted in significant gaps in
workplace diversity and racial inclusion. Diversity is critical in an organization because it
fosters employee creativity and innovation. Furthermore, there is an age gap in this
organization. It is also referred to as Generation Gaps. Employees' communication styles,
understanding, and work ethics have all suffered due to the generation gap. As a result, they
have differing perspectives on resolving organizational conflicts. Because of their age, young
people find it difficult to provide ideas. Because they have more experience, older people
believe that young people should listen to their opinions on something in the organization.
Because of the significant age and ethnic differences, organizations have found it difficult to
demonstrate new ideas and accept reforms. Most employees need help to demonstrate a
creative and dynamic way of thinking in this regard. It is because the dynamited idea usually
comes from young workers thinking outside the box. Various brilliant ideas can be proposed
when people come from different backgrounds, have different life experiences, and see the

world differently.

Organizations must practise cultural empowerment when dealing with this issue.
Department heads must play a role in addressing workplace diversity issues by encouraging an
empowerment culture. Cultural empowerment can be achieved by creating a workplace
environment that encourages people with diverse skills to work together in teams. The
empowerment culture is expected to improve communication and team spirit among the
organization's employees. Furthermore, organizations can encourage employee collaboration.
This action aims to bridge the gap between generations by increasing interaction between each
generation. Encourage employees to focus on each other's strengths and form cross-functional
teams to allow employees from various backgrounds to collaborate (Gresolutions., 2020). It
allows us to have a better discussion and solve problems immediately. It demonstrates that the

methods discussed can be used to overcome workplace diversity.
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9.2.2 Limited Work Environment Space

Another area for improvement of the organization is its small building and limited
workspace. In this case, the building has three floors with minimal space. The workspace for
management is small. I need a place or a desk to complete my tasks as an industrial training
student. As a result, I and the other intern students were assigned to work together in the
meeting room to complete our tasks. When employees need to hold a meeting, we must go
outside and sit at another staff table until the meeting is finished. We must also pack all of our
belongings and relocate them. As a result, this situation has made us feel uncomfortable at
work, and it also interferes with and affects our daily tasks and increases our stress due to the
unfavourable working environment. It demonstrates the organization's weakness. Furthermore,
this will be a problem for them when the audit comes to check. As a result, the organization's
limited space becomes a weakness because it can affect the quality of work and the
performance of "Pejabat Daerah dan Tanah Kuala Kangsar" employees. It is easier for
employees to focus on the task at hand when they work in a pleasant environment. It helps in

getting employees into the proper working mindset.

This issue, however, can be solved by providing more space and desks for employees.
They must rearrange the position of the workers' desks to make the arrangement more
organized and orderly. It aims to save space while providing a comfortable workspace for all
employees (Gcfglobal., (2021). Furthermore, more space in the form of storage or drawers can
be provided to allow employees to work more efficiently. Organizations can also take the lead
by reorganizing office paperwork and files. Organizations can also save space by digitizing as
many files as possible and storing work files on a computer or a shared drive. Employees should
keep their belongings organized so that the entire desk is only used to store laptops and other
important items. If office space can be expanded, it may solve the problem of limited workplace
space and make it easier for employees to work. As a result, providing a pleasant working

environment can boost employee morale.
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9.2.3 Limited Financial Resources

Organizations need to improve in that they have limited financial resources. Financial
resources are required for development, growth, and innovation (Moscalu et al., 2020). Lack
of financial resources restricts their performance and growth and the introduction of many
innovative products and services into the market (Owusu et al., 2019). In this regard, the
organization's allocation in 2023 is lower than the previous year. The allocation received in
2023 is up to RM 8,763,257.38, while it is up to RM 9,318,540.55 in 2022. This situation
caused the organization to save to reduce its expenses. This situation has restricted the
organization's survival until the year's end. It has also caused employee dissatisfaction because
the lack of funds has made it difficult to claim overtime allowances and travel costs. Employees'
ability to perform well has decreased due to their inability to focus on completing a task. It
occurred as a result of the organization's financial problems, which had a negative impact on

the employees.

Organizations must take a proactive approach and look into various financing options to
ensure they have adequate financial resources when the economy recovers. Good financial
management will assist organizations in making better use of resources, gaining a competitive
advantage, and preparing for long-term financial stability (Nibusiness., 2020). This flaw can
be overcome by devising strategic plans to reduce office expenses. Making a budget is the most
important step in dealing with financial problems. It is essential so that the organization's
expenses can be reduced. The organization must ensure that all provisions are adequate until
the end of the year. Organizations, for example, must limit employee overtime to RM 300 per
month. The organization previously did not limit overtime payments to employees, causing the
organization to face financial difficulties. As a result, this initiative could indirectly save the

department money for future programmes.
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9.3 OPPORTUNITIES
9.3.1 Event Collaboration

Organizations that engage in cooperative activities establish norms for cooperation to
achieve a shared or common goal. It usually aids in the easier separation of functions when
planning an upcoming event (New, T. S. of., 2021). "Pejabat Daerah dan Tanah Kuala Kangsar"
(PDTKK) has organized numerous events in collaboration with various government and private
organizations. For example, "Majlis Perbandaran Kuala Kangsar" (MPKK), the Fire
Department, and numerous others. Among the programmes carried out is the Lambuk Porridge
Stirring Programme. This collaboration is critical because it contributes their expertise to the
benefit of a common goal, project, or mission. It also provides an opportunity for PDTKK to
attract more people to follow the organized programme than when it is implemented. It can
also provide a variety of new ideas for making the programme more effective. This
collaboration also allows PDTKK employees to establish positive relationships with
government and private agencies. It can also broaden their network of contacts and provide
connections that will benefit them all in the future. It is critical because a good relationship
allows us to assist each other when we face difficulties. Receiving financial aid, human
resources, and even sponsoring a location to implement the programme are among the
opportunities obtained through this collaboration. It significantly reduces the burden of
PDTKK's financial problems. Creating a collaborative workplace takes time and effort, but the

payoft is well worth it.

Organizations may take advantage of this opportunity by strengthening their
relationships with both the public and private sectors. It is because this relationship should be
wider than the same sector to provide contributions and allocations. In this regard, PDTKK can
broaden its focus by developing relationships with larger corporations such as Petronas, Axiata
Group, TNB, and others. As a result, PDTKK will be given more funds to implement other
large programmes. This collaboration is also critical for strengthening the relationship and
overcoming the organization's lack of funds (Hedreen, S., 2023). Furthermore, the PDTKK can
work with other district and state land offices to learn more effective district and land
management systems. This action is critical because it allows staff in the organization to
exchange ideas and information and strengthen solid cooperation so that PDTKK can improve

its performance and services.
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9.3.2 Technology Advancement

The e-Tanah system was first implemented in "Pejabat Daerah dan Tanah Kuala
Kangsar" in 2022. It is one of the e-Government projects overseen by the Ministry of Natural
Resources and Environment (NRE) created to modernise land office administration and
management (Pan, W. A. E., 2020). The e-Tanah System is a fully integrated Electronic
Government (e-Government) application designed to handle land administration issues
electronically under the Government Transformation Programme. This system aims to speed
up the process of land dealings by users in the land office and customer access to information
while maintaining security. As a result, the e-Tanah System is a misguided government attempt
to improve the quality-of-service delivery to users. Application status checks, Land Tax checks
and payments online, and making online applications for matters such as Strata, Consent, and
Auction are among the services provided by e-Tanah. E-Tanah is a unified system that will
replace previous legacy systems. This system has benefited PDTKK because it makes work
easier and can provide better service quality. The previous legacy system had various issues
and needed to be faster and more effective. As a result, it may have an impact on employee
performance. However, since the introduction of this e-Tanah system, it has become more
effective, smooth, and fast, making it easier for users to use. As a result, it can boost employee

efficiency, work quality, and productivity.

Organisations benefit from more efficient use of technology. In this regard, using the e-
Tanah system has greatly aided users in finding all land management information more easily
and quickly. They will save time by not having to visit the District and Land Office to obtain
information about their land management. The provided e-Tanah system makes all desired
information more easily accessible. In collaboration with the Information Management
Division and SUK Perak, organisations can send employees and ICT Officer to PDT ICT
Training Development Plan Courses and Workshops. This action can help them improve their
information technology skills and theories. Consistent learning and training help employees
develop their skills and ensures your team grows with their roles rather than stagnating (Fallon,
N., 2023). As a result, the knowledge gained can be applied to the organisation by improving
the existing e-Tanah system. They can also enhance this system's features to make it more
appealing and efficient. It is critical for increasing user efficiency in the use of information

technology.
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9.4 THREAT

9.4.1 Negative Customer Feedback on social media

Because of the rapid advancement of technology, every organization is under pressure from
social media users. In this regard, social media has allowed users to provide feedback on an
organization's services. Customer feedback is essential because it helps you understand how
customers interact with your services. It is also critical so that we can address any
organizational flaws and provide a more efficient service to users. We always listen to negative
feedback from users based on their previous experiences at PDTKK. For example, they may
encounter inefficient system issues requiring them to wait an extended time. As a result, when
users are dissatistfied with the service and treatment they receive, they will tell others about it.
It has harmed the organization's image and demonstrates ineffective employee performance.

They also had to deal with various social media criticisms.

Organizations may address this threat by developing friendly relationships with their
customers. In this regard, it is impossible to avoid all criticism. These criticisms must be viewed
positively, with employees finding a way to solve the problem. For example, if a customer
provides negative feedback, we must change our working methods to be better and more
efficient so that this does not happen again. We must treat customers with respect by expressing
gratitude for their feedback. It is critical to demonstrate to the person providing feedback that
we value and value their opinion. How successful and unsuccessful service providers
communicate and build customer relationships frequently distinguishes them (Panel, E., 2020).
We can also ask users questions to learn more about the issues they have raised. When we
receive criticism, we must understand the critic's true intentions. If something is unclear, we
should ask questions to resolve the issue and improve the organization's efficiency

(MasterClass., 2021).
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9.4.2 Lack of Workers

"Pejabat Daerah dan Tanah Kuala Kangsar" is also threatened by a lack of employees
within the organisation. In this case, the vacancy has been there for a long time, six months.
The organisation has appealed to fill the position but has not received a response from the Perak
State Secretary's Office. In this regard, 11 vacancies of various grades must be filled under the
"Ministry Office" instructions to meet the KPI target for the year 2023. Because of this vacancy,
revenue collection performance in 2022 is only 76.11% (Ptg Perak., 2021). If this vacancy
persists, this administration will likely fail to meet the "Department of Mines" target for 2023,
reducing state revenue. Assistant Accountant, Assistant Administrative Officer, Plan
Draftsman, and other positions are available. As a result, the shortage of workers must be
addressed immediately to ensure that those who work are well-rested. It is also critical to ensure

that the operating system runs smoothly and that customers receive more efficient services.

This threat can be reduced through increased human resource efficiency. Organisations
can diversify their staff skills, particularly in support groups. It ensures they can multitask and
help fill the employee's vacant position. This action can also result in more disciplined,
motivated, and skilled employees. Organisations must recognise and reward employees who
demonstrate exceptional performance in this regard. Employee performance can be improved
through recognition. If employees do not receive the recognition they deserve, they will leave
their jobs and seek employment elsewhere that provides better incentives. It is because
everyone wants to be seen and appreciated for all their efforts that have gone into the outcomes
of their work. A strong recognition programme is critical to employee retention (Ruane, J.,
2023). Recognition can be given through tangible rewards, monetary compensation, or
management recognition. Leaders must motivate their teams to work harder. In this case,
bonuses should be given to employees who show the best work performance to be more
motivated to perform better in the future. Among the measures that can improve their
performance in the workplace are recognition and rewards. Because employees help reduce the
negative impact on the organisation, this step can indirectly reduce the impact of this threat on
the organisation. As a result, the application to fill this vacant position must be processed as

soon as possible because the suggestions can only be implemented for a limited time.
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10.0 CONCLUSION

In conclusion, this industrial training has given me a lot of exposure and experience in
the real world of work, particularly in the government sector. I have learned many new things
that have piqued my interest in working in the future. Organizations can reduce uncertainty and
strengthen their strategic planning for the next step by conducting a SWOT analysis based on
the PESTEL framework. Organizations can also learn and improve their flaws while taking
risks for their success. Working in a positive environment has inspired me to work harder to
succeed. This industrial training is also important for students to prepare them for the real world
of work. It can also encourage students to learn new skills in the workplace. This training has
helped me understand the value of business capabilities in achieving success. Although I have
accomplished my goal, there are still some shortcomings that must be addressed. As a result of
my exposure during this industry training, | became more professional and self-assured when
given specific tasks. For instance, when communicating with others and giving work
presentations. I would also like to thank "Pejabat Daerah dan Tanah Kuala Kangsar" and UiTM
for providing me with this opportunity as a student to improve my skills and gain work
experience before entering the real world. Finally, all employees must work extremely hard to

achieve the organization's vision, mission, and goals.
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Figure 5: Organizational Chart
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Figure 6: SWOT Analysis
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Figure 7: Make a discussion about the division of duties with the officers involved with
the Excellent Service Award Ceremony.

Figure 8: Help to organize the Excellent Service Award Ceremony held at the Mercure
Hotel, Penang

Figure 9: Help to organize the team-building program organized by the organization at
the Mercure Hotel, Penang.
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Figure 10: Help to organize the Open House organized by PUSPANITA.

Figure 12: Help to organize Kuala Kangsar Tenpin Bowling Sports Appreciation
Ceremony in 2022
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Figure 13: Help to update the employee service book at the “Pejabat Daerah dan Tanah
Kuala Kangsar”
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Figure 14: Certificates of participation in managing the program at the “Pejabat
Daerah dan Tanah Kuala Kangsar”
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Figure 15: Designing posters and banners for programs organized by the “Pejabat
Daerah dan Tanah Kuala Kangsar”
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