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Office System
lanagement

Introduction

This report is about my internship journey at Industrial Training Department at
UiTM Bandaraya Melaka. It started on 1 March 2023 until 15 August 2023 which
contains 24 weeks. It is to fulfill the requirement in completing my Bachelor
Degree in Office System and Management. | have completing my journey at
Industrial Training Unit (located at level 6) which is one of the department that
manage all the information regarding the Industrial Training students under
the Faculty of Business and Management. The program under this faculty
included Office System Management (BA232), Marketing (BA240), Finance
(BA242), Human Resource (BA243) and International Business (B246).

Universiti Teknologi MARA (UiTM) is one of the largest universities in Malaysia
where these universities are located in every state in Malaysia. However, in this
* report | will focus in UiTM Bandaraya Melaka ( Office System and Management
Department) because it is related to my current Bachelor's Degree. UiTM
Bandaraya Melaka consists of two Faculty which are Faculty of Business and
Mangement and Faculty of Hotel and Tourism Management. Rector for UiTM
Melaka is Prof. Madya Ts. Dr. Mohd Rasdi bin Zaini. Currently, for UiTM Bandaraya
Melaka, it was led by Dr. Mohd Halim bin Mahphoth as Assistant Rector.




Executive

Summar

In addition, in this report | also mentioned about my training's reflection at UiTM
Bandaraya Melaka. | have gain a lot of knowledge and | can apply what | have
learned in my Bachelor's Degree because the job scope is related with my
currently course. | also gain many benefits throughout my internship period as
it teach me on how to face the work environment in the future. | can use it to
increase my skill in doing job given by my supervisor.

Besides that, the main point for this report is that | have analyze and mentioned
about the SWOT analysis. | have specific the topic on Office System
Management Department. | want to know how is the marketability of Office
System Managament student and program. | have found two or three SWOT for
each which are Strength (S), Weakness(W), Opportunities (0), and also Threats
(T). After all the SWOT is defined, | have provide certain recommendation for
Office System Management Department to apply for a better improvement. |
have use matching techniques. For example, this department can use their
strength to reduce the weaknesses.

Tel-no: +06-2857196
Email: praktikalfppmelaka@uitm.edu.my
Adress: 110 Off, Jalan Hang Tuah, 75350, Melaka.
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'mos thanks and praises to Allah S W.T for his blessmg to us

untll we can complete thls in

ternship report successfully.

| would hke to tell my deepest and sincere gratitude to my advisor, Sir
Heimy Fadhsham Bin Abu Hasan from Universiti Teknologi Mara Kampus
andaraya Melaka for giving me the guideline on how to .plgte this




s

o
e

i

Executive Summ

o

.

-

.

nt

e

ge
nt

wied
of Co

i

e

Ackno
Tabl
/

.

datior

=
)
=
e
S
@

dR

Ion an

-

S -
. .
%ﬁ«\\\«\,%\\\\\,\

.

s

.
e

,

Discuss




SITI NOR IZAHH BINTI ABDUL RAHIM
Adddress

wobile

Email

OBJECTIVES

| am an energelic dnd passionate university stutlent with a majbt in Office Sistem Management (Hons),
Faculty of Business Managemendt at Universit Teknologh Mara UiTM Bandaraya dMelaka which seeling an
internship. | can be refied on 1o foem a strong bord with Teilow workers besidas Felging the company o
achieve its goals. k

EDUCATION ACADEMIC AWARD

Universiti Teknologi Mara (UITM) October 2020 - Present Dear's list Award fioh semester 3 io
Bachelor of Office System Managemant [Hong) 5 (Bachelory ' '
Latest GPAIBE /400

Current CGRA 0f 348

SMK Dato” Hafl Talib Karim (STPM) June 2018 - December 2019
Major in Social Science
CEPA of3:42

LANGUAGE COMPUTER BKILLS

Malay: Expert Microsaft Word: Sipen
English intermediate Microsoft Excel Expert
Microsoft Office: Expert

LEADERSHIP PARTICIPATION

Kemander Kesatria Representative Committes {Secretory)
January 2022 - February 2023

Briged Sukarelawan {Tregsurer)

Jamry 2022 - Febroary 2023

Bachelor Office System Soclety BOSS {Exco of Welfore}
March 2021 - March 2022

Student Representative Council STPM (Excoof Dicipline)
Jartiary 2019 - December 2018

EXTRA - CURRICULAR ACTIVITIES

2022

« "Komonder Kesatrio Sndurtince Chotlenge 2022° at UITM Afau, Perils involving WITM alt over Malaysia

{Progrom Commities Member}
- "Treasyure HUNL” ohganized by Kemander Kesatria {Activities Committes Member)

“BOSS Induction Day" tExce of Externgl Relotion) ‘ ‘
100 bamboeo cultivation Program of UMW at Derai Muara Sungal Punggor, Alal; Melaks \Voltmiteer)
*Bultding A Positive Personal Image Through Communication” and "Valus Mannehism® with participants 100
{Modergtor)

2021
* “Latihanintensif Bakal Komander * for UiTM of Malacea (Poriicipant)
« Flopd volunteerisnyal Lubok Ching (Yolunteer]
« “Projed Wadef Dissun e TWaDIF for UM (Excoof Moltimedin}

REFERENCES:
Nur Hazwati bith Mohamad Rodell (ndustiel Training Stpervisor 1 (+60)12-5527424




1.0 GOMPANY'S PROFILE

Comp';any's Name and Logo

QENW“@&N?E
?&K?@%&@@E
MARA

Cﬁwmgam Melaka

Kampus Bandaraya Melaka

UiTM Malacca City Campus

| have been doing practical training for 8 months in the Industrial Training Unit

department of UITM Bandaraya Melaka.

Company's Location

UITM Bandaraya Melaka is located in the

middle of Malacca Czty and close to various
facilities including sho;}pmg malls,
universities, -accommodation, and others.
That's makes it a strategic location. It is
easier for student to find any food or any
daily essentials. They do not have to go far
to get various facilities and also their needs.

Operation Hours

The operation hours fof UiTM Bé{zéaraya
Melaka is ( 8:00 am - 5:00 pm) from
Monday to Friday. it is closed on
Saturday and Sunday. The break time on
each day is same (1:00 pm to 2:00 pm)
except for Friday which is from 12: "ES pm
to 2:45 pm.




Vision
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UNIVERSITI
| TEKNOLOGI
MARA

UiTM Malacca City Campus

Todevelop UITM as a top university

with  excellent

academic talent,
leadership to Bu
participation in

scholarship and
able to provide
miputeras' active
~all  professional

fields of the highest standard in

order to generat
strong moral c¢h
compete internati

e graduates with
aracter who can
onally.

Mission

To improve Bumiputeras'
knowledge and skills in all fields of
study  through  professional
programmes, research projects,
and volunteer activiti :
moral principles and professional

ethics.




COMPANY'S

Values

nvironment  for Excellence: Practice intemaE quality

thfcugh assessment and

tew’ the vaiid ity, dependability,
SE tency, aﬂd integrity.

: industry and soc:uety

Integrity.  Embracing = honesty,
sustainable respect and transparency fo
achieve  the  highest ethical
and  excellent standard of professionalism
; pracflses re regu!ated
To ensure-and assure the standard of
academic evaluation.




The largest public university in
Malaysia was establlshed in 1 56 and

| , __ programmes
entreprenearehip, It developed ~ programmes

1ing a university.

Campus of UiTM is Iocated in Shah Alam Se|angor The

™ however elso ace pt
communlty of mtern" ic







-+ OFFIGE SYSTEMS i
MANAGEMENT BACKGROUND

petencne : essenhai for office management rotes

These may Ehclude

..,Office Administrat_ibn: Students learn . Commun ‘ kills: In  office
about he ideas and procedures of efficient administration. an effective communication
office management such as organizing, is critica ‘ Students learn
coordinating, and plannlng days at work. how to s | nlcate in many

+ Document and Rec‘ ds Management: writing.
‘ anage documents

. Business Proceés
Students study methad

ay contain
ement, -



OFFICE SYSTEMS
MANAGEMENT BACKGROUNE

Unlversm Teknolo” MA_ Faculty of Busmess Management prowdes a Bachelors

dministrative

profess:onal office: systems specnallsts
well- prepared__ graduates WI|| have a



CARTA ORGANISASI
FAKULTI PENGURUSAN DAN PERNIAGAAN (FPP)
UITM CAWANGAN MELAKA

S R ERDi KA D AVA BAEL A3 DR SITI NORMAH AWANG TUAH
KAMPUS BANDARAYA MELAKA KETUAPUSAT PENGASSN

i

DR, SUHAIDA MOHD AsSIN DR, SIT DALEELA MOHD WAHID
KOORDINATOR PROGRAM KOORDINATOR PROGRAR
HAZIZ BA240, BAZAE BAoM2, BAT

5 £ B

CIK MUNA PH.NOOR DR NORSHAMRING | FPILNORSHIBA PN NORHAZWAN! PH.ST | Gik HURHASLINDA DR, NUR HAFIDZAH
KAMEELAHSAUID  RAFHATI  MOHWD RAFIEN ;g%gﬁ&f& 'W}?&%?ROSE“ NURULHUDA | jasum DRSS
ROMAHA  PENVYELARAS PENYEL PENYELARAS IBRAHIN BENYELARAS PENYELARAS
PROGRAM  PENVELARAS.  ppogray | MATHANPRAKTIK — LATIHANPRAKTIC  penvetamas | program PROGRAM
BaoR BROGRAN BAS BADAD BAZ42 BAZSS  BA2IZ BAZ3 INTERGES BAZLD BAZ43
BAZ4D




PRODUCT OR SERVICES

l»p!o‘ma students who wish to contmu.::
However, the Faculty of

because it provides 'WiFi for 24 hours. In
'provided such as a cafe mosque, student C
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ORKING TI

800am 1215pm'

12:15 pm - 2:45 pm. (break t me)
02:45 pm - 5:00 pm "

FASTING MONTH

IONDAY = THURSDAY  » 8:00am-1:30 p
1:30 pm - 2:00 pm (br
2:00 pm = 4:30 pm

- 8:00am -12:15 pm

yreak time)




me to time. |
were sent. |
from getting

Therefore I need to be aware for th

ation is a letter that
iis are requ;red to

will be mad f'
adv:sor I




esia Lecturer
idya who is a

‘assigned by Dr. Suhaida to make a poster for the program

f Inflation in Persada World. How can MalayS|a overcome

vV so designed posters and : for the "Defining
Hment webinar". After prepa

an Gsherl Liaison Officer [Emcee v

n entrusted by Madam Norshiba to be an Usher for the program "Adapting
Pandemic Impact Through Digital Economic”. | need to escort the VIP guests which
Mohd Halim Bin Mahphoth (Assistant Rector), Dr. Ismadi Bin Md Badarudln
Rector of Academic Affairs) and Dr. Mohd Nor Haja H: Juno (Deputy

of Student Affairs).

s that, | have been appointed as the liaison offlcer for Dr. Vidyz for the Indonesia
Lec rer Exchange program Among the tasks that ne d t i ﬂ irections

was to _e the emcee fo th

anagement from Jasin a




Promote co

ment that‘have been' set by the Industnal‘ Trammg unit.
h @tudents} do not encounter an
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| was, not glve any ailowance durmg my mdus’cﬂal trammg at UiTM.

Y. sﬁuatuon | have been taught to be more eﬁecilve Wl’fh time
"'gement throughout this industrial trainmg , *

elatmg to the ind
em,p;atg)y, as wé

:ow to deal w;th




Besides that, | W|II lmprove my graph|c design skills by learning how to

develop attractlvely appeahng and engagmg poster and e-cert;flcate This

_j‘ : _l may improve- my ablllty to use visual aids, arrange my
”";”effectlvely, and convey my ideas effectively through
“'ctlons In professmnal contexts where | may be req

1 acquire

Overall, the Prac al
mvaluable ex

in a posatlon fo: '
onal growth.

succ““"‘s by encouraging my profeSSIon:
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GOOD PROGRAM SYLLABUS

The deveioped skills of fo;ce Systems Management programmes dre
their strength To stand out in today's competitive environment, it's
essential to keep expandmg your knowledge and becoming better. If
students acquire personal de\/@!opment skills, they are also more likely
to feel fulfilled in both the personal and professional lives as they
' : fraits, social cues, and
cammunacatlon skills are all exampes of ipersanal development skills.
Students can..reach their individual goals by working on their
knowledge, skills, 'and self-awdreness through the process of self
1mpravemem

e

~ Students can tc{i{% dfﬁ introductory course covering human resources,

 marketing, and business administration programmes through subjects
studied throughout the semester, even though the office systems

~_programme is more “on administrative management,

~computer and information echm!ogy, and communication. This can
be useful and provide fumdamentai ;ﬂ%crmataon on the area of business
m&ﬁagem@nt |

As part of this office systems programmie, students have the chance to
learn Mandarin or Arabie as a third E@nguage Students can choose
which subject they are mterest more within this two language. Students
will finish three semesters of coursework, from seméster one through
semester three. The pupsis will learn the b@s ic ¢ Gﬂcepts O‘f readmg and

writing in Mﬁﬂd@f o

Fresh graduates with a third ianguage will increase thetr Ch{}me of |
being hired. Being equal, a bilingual job candidate will be preferred
than a sin dnguage prospect. Because there are fewer of them
(who can speak more than one language), those who can speak
more than one Eaﬂgqu@, have more demand than those who cannot.
As a result, employees with multiple languages are often more costly
(welch, 2018) B | EE. . -




Asyral Kamal Nurzamam (Senior Lecturer of UITM),
‘must’, Therefore studerﬁ need to further their Master

_ Business Manag
~“leading to a PhD.

the programme. These academic }
ln the fleEd Their adv;ce and ,

various other busmess related::.
area of business.

most Etkely

h mterests




ns abou*; the[r
and iqterests ;

pathways

Lecturer can act as mentors and advisors ce System Management students, They

. can help students understand their acade e penence and make educated decisions

““zbout their future by providing academic and areer advice. The educator's expertise

~_enables them to discover students' talents interests, allowing them fo provide
v personaitzed assssiance for research pfﬁ;ects internships, and career paths. .

Qualification Agency (MQA) becaus we Kno
by the universities and one of the Cntena
lecturer.




The high credit hours required for the Offtce System Management program can resuit
in a significant tme comm ment for students This means that Students have to

The high credit hou"rs required for the prlaéréﬁa may increase the risk of overload
and burnout among students. Juggling multiple courses with a heavy workload can
..be mentaiEy and physscal%y taxmg It may ieavs students f@eimg overwhel

demanding, part;culariy fer:v‘
.respansmaittzes or other co N



Qrkioad They may need to teach more
nd take on addsilonal admlmstratlve

feedback This cg
udents' academ;c:a

es at optimal times,
I tlmetabie"",{;"i“his may limit students ability to enroll
in desired courses or cr balanced course load, po
~ graduation timeline.

in a time. In addat ;n this



GROW!NG DEMAND FOR OFFICE MANAGEMENT
: PROFESSIONALS

o streamline aémmls‘tra e process =
integrity, and facilitate efficient workflow. Gr
opportunities in various sectors, includi ﬁg
non-profit organizations, healthcare institutions,

'»deveicp expertise in the;r
eoiailzad office management



, they also create opportunities
integration of new
(;foors for graduates with expertise in

data management,
System Managem

ents by integrating
Students can §eam

; maﬂagement systems and
iro ments

}aﬂalyze off ce processes, id@n‘é‘ffy areav
orgamzatscﬂai decision-making. =

Tecmo’legica-i ad ncements




RTUNIT

Gmduate fromm OM can apply for
lecturer position

This expeﬁence can brmg reaiuworid ; eg pectig es and ;Sractlcai insights to the

!eadersh;p skills. Such
: managing classroom activities,
th students. As recem graﬁua‘ies




NEED TO KEEP UP-TO-DATE WITH TECHNOLOGY

Rapid advancements in te hncl 0se a threat if the organization fails to
keep pace with emerging trends . The department needs to ensure that students
are equipped with the necessary technical skills and knowledge to leverage the
st office m, ment tools and technologies. Failing to address these
’ raduates being ill prepared for the evolving

techknéiogical 5a§id’$capéx

, Rapid technological advancements can render certam skills and knowledge
obscéete If the program fails to keep pace Wlth emsrgmg t@chnoiogses graduates

ased competitiveness in the job
: thai ’ve embraoed new

Meia%{as graduates 'E”has ca make it chaiien fm' the pmgram to a‘tiract
students and péace them m desirable jab pos;‘i@ s. The department needs to
ensure that its graduaies dre equnpped with th flatest techmcai skills to
remain competitive in the ;ob market. |

Technological advamement can a e challenges for faculty members who
need to stay updated with the Eatest to technologies ‘to effectively teachiz
and mentor stucief;ts The deparimem should invest in facufty deveispment
programs, wc hnolog
campetence




SCHQQL LEK;;ERS 'ARE NOT INTERESTED IN OFFICE

not interested”
unpopular can b

r understanding of the Office
t be familiar with the career

ical applications of the program
S sndustrsas This Eack of awarenass can lead to a perce;:s‘é on %hat the

g;neermg, medicine, or
hi noft be as weE! kﬁowm

ers}tandmg of the
anagement roles,

reinforcing thg }p}ercepmn of its mpopula,t’zgy




MARKET COMPETITIO

The f:e of office system maﬂagement is highly competitive, with other educational
instituti ns oﬁemg snm:!ar programs. The @resence of competing programs can pose

for UiTM Bandaraya Melaka
features to attract potential

caiieges effer ing office system managemeni programs may
repuztaﬂans and brand reccgmtuon These insti tut;ens mght

ehensive curricuium axpémnc&d faculty, p
s’y coll absra{xons m tract pmsp@cme studems

the reputa‘imﬂ
acttvefy iecmlt

earning experieﬁce.






lllSBUSSIﬂN mm REBUMMENDMIUN

; school leaver interest in the Office
are unaw'aré"%hat the actual field of work for office
vers are not exposed to the syllabus covered in this
epth. They believe they will just learn about

thls field. For example,
Qe of hotel management,

ore mterested in taking
ot orate with schools or
~ companies out there to st : ' it hat this office system
manageme t{;'g}mgram : n the ij markei Implement career
f(~:-><§:)ic;~rai:10§"t pmgrams with schaoEs or educational institutions to infroduce students .to
various j(}b e;oieg and ;;’mns:bmt es within the feid of office management. This could
im{olvefﬁ#iﬁhg professionals from different ar;eas of office management to speak
about their careers, organizing job shadowing opportunities, or arranging visits to
workplaces to observe different roles '

UitM Bandaraya Melaka can educate school leavers about
available in office management. Highlight the potential for gr
the field, such as progressing from antry level ¢
respons ibility, such as admamstraiwe
,Showcasmg successful :ndivzduals th have b

_canalso heip change percepfigons

Emphasuze ihe gmwm diema{zd for profess;onais with expert;se in Office System
Managemeﬁt Share stalistics ar market trends that demonstrate the need for skilled

- individuals in this field. : 1 tial for job security and future growth, as well as
the versai;my of skills that ca}, be ap in various industries.



Engaging OM program alumni and current students as ambassadors can be an
effective way fo connect with schools. Alumni can share their success stories, career
;ourneys and the impact of the OM program on their professional lives. Student
esentations, and provide insights into their
the OM program. Organizing dedicated

program prevzousiy ,y htghir
UiTM can attract a larger of stuciems effective promotion and
collaboration efforts can enhance UsTM $ repu n and branding in the field of Office
System Management. When schools and students perceiv UiTM as a reputable and
ading institution in this area, it can increase the market de d for the program. This,
_ gﬁ?ﬁ:;g can help reduce competition from other universities as UITM becomes a
: ;sreférred choice for students interested in pursuing OM‘;i‘\studies};

ration W§’ih schooEs fosters sfrong relat;onsh ips :between U%T?\f? and educat;cna%
nsﬁtutfoﬂa These partnerships can lead to preferential tre tment referrals, and
' rammmendatims from schools, furtmr strengthening UITM's markei position. When
__‘scﬁoo!s recogmze the va?ue of the Oi\;% grogram at UIT they may ac ely encourage

pro;ec‘{s and par’mers,lps that
ccnneci‘:ons can give UETM gra

actively cot!abéytjatmg WIEE” ols and cmpiementmg effectwe promoi"son
UITM can expand its market share in Office System Managemem B

awareness, building a sirong-reputation, and delivering a tailored ;}rogram
attract more s;tucienis reduce competltlen and pos ition itself as a !eadmg m
this fleid |




Bl
L

A strong and good program bus that includes current and relevant topics helps
distinguish UITM's Office System Management program from other programs. UITM can
draw students who are especially interested in the distinctive features and emphasis of
the program by proVidih'g a tho h and focused curriculum. This distinction reduces
direct 'rivaljry with institutions that might offer less specialized or more general office

) the skllls and knowledge required to meet
te graduates who have the practical skills
connecting the curriculum with current

on differentiation, industry

"'ous improvement, UITM's
Office g‘reduce market competltlon with
other

seeklng !

_ syllabi need to have

_between the learn

"degfee in Business Manageme
with a solid foundation in va

' o'ng understanding of
ed studles in

A strong syllabus in Office Syste
analytical and crltlcal thinking skills

to business. This will increase th
of office system management be:



Even if the Office System Management program at UITM Bandaraya Melaka is
facing a lack of staff for t'aching in the short-term, it can effectively

students in active

lnstltutlons may be more open to consid
such as OM graduates, to fill the teachglr]:
~ opportunity for OM graduates to enter th
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Figure 1: Presentation Sllde of ndustrla | Training Brlefmg and Year-End Report
(For Lecturer) '
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Figure 2: Presentation Slide of Early Industrial Training Briefing




APPENDICES

LUNVEREY
TEEROLOGH
MaRra

TAKLIMIAT PRAKTIKAL
PENSYARAH FPP

TARIKH: 15 MAC 2023 (RABU)
MASA: 2P.M.
_PLATFORM: ONLINE (WEBEX)

s
LUNaVES

*Jam Latihen Dsadiakan

hepsfiuitmavebetcamiuitrmd.phe?
MMMQQMQM_KMMQSQMBS&

Figure 3: Poster for Lecturer Industrial
Training Briefing

Ex: i
- soedleimseho panduied
VD SNSRI ARy

Figtjre 4: Poster for Student Last
Industrial Training Briefing

39

Figv,uré 5: Poster for Inbound Lecturer Exchange (Indonesia)



APPENDIGES

JUNE, 2023 ]
‘| THURSDAY | O5:00PM

*PLATFORM: WEBEX

‘BA232 .
-OFFICE SYSTEMS AND
MANAGEMENT |
PART 4

ASM653 & ASM654

Figure 6: Poster for Defining Business
System Requirement

TEORI DAN REALITI FENOMEN
INFLAS! DI MALAYSIA DAN
' PERSADA GLOBAL.
- BAGAIMANAKAH MALAYSIA
MENGURUSKANNYA?

Fntd

Figure 7: Poster for Webinar " Teori dan
Realiti Fenomena Inflasi Malaysia dan
Persada Global. Bagaimanakah Malaysia
Menguruskannya?

~Figure 8: E-certificate for parﬁcipating in webinar: Adapting Post
Pandemic Impact Through Digital Economy (as an Usher)

40




'APPENDICES

OUDLIF04-0302

For gracte B prbron vt i or dbstinedishinb ol oo servie

mminication Strategy

Fosop el T e e Malel Baadtiol
Rpu

| Figure 9: E-certificate for joining on the program of Indonesia
- L Lecturer Exchange -
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