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Introduction 
This report is about my internship journey at Industrial Training Department at 
UiTM Bandaraya Melaka. It started on l 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. I 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 (8246). 

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

Besides that, the main point for this report is that I have analyze and mentioned 
about the SWOT analysis. I have specific the topic on Office System 
Management Department. I want to know how is the marketability of Office 
System Managament student and program. I have found two or three SWOT for 
each which are Strength (s), Weakness(w), Opportunities (o), and also Threats 
(T). After all the SWOT is defined, I have provide certain recommendation for 
Office System Management Department to apply for a better improvement. I 
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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Firs .. ~hclJqr~m6$t, thanks and praises to Allah S.W.T for 1~ blessing to us 
. uni'i! vJ~<'c~~:, complete this internship report successfully . 

. 1 would like to tell my deepest and sincere gratitude to my advisor, Sir 
'. i\Helmy Fadlisham BirrAbu Hasan from Universiti Teknologi Mara Kam pus 

'JBaQdaraya Melaka fe>r giving me the guideline on lete this 
p8rt.' 

.. la~ai~6 very honorJd to give a million thanks to Sir He1M~ beca~.J~:::: ; . 

. ~,i?l~~~d pi§ full trust qn me to fulfill this report. He has provided av~ 
~,\~;, < \~nde.!!to make if~asier for me to complete this final repdrt. .. · . •.· 
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· fr6'.rn .~l;;:i'll\lwQuld also like to thank my super\/i . , 

:-Qir . . (\! ){ /; m /· .-:",/<" . . . .' . ·.:: :.· .. . -< . ::.:: ·":' 
.. 9f1 JiI "Mp~afnad Rose Ii for giving )::guidance aiH:" ifl• qnrna . .J .. ;., ... • , 
)~:!ingtB/~:~~:~ort. Also for herg~mer s~t~tan,ce ~ha::·'18adp .. e1

r~iioh •'' 
,tp~1'effort to complete;t · \:l $~fully. 
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OBJECTIVES.

I am art energetic and passionate university student with a major in Office System Management (Hons),
Faculty of Business Management at Universiti Teknologi Mara UiTM Bandaraya Melaka which seeking an
■internship. I can be retied on to  form a strong band- with fellow workers besides helping the company to
achieve its goats.

EDUCATION ACADEMICAWARD

Universiti Teknologi Mara (UiTM) October 2020 -  Present
Bachelor of Office System Management (Hons)
Latest GPA 3.5 « /4.00 j
Current CGPA of 3.49

SMK Data’ Haji Talib Karim (STPMj June 2Q1S~ December 2019
Major in Social Science
CGPA of 3.42

Dean’s list Award from semester 3 to
5 (Bachelor)

LANGUAGE COMPUTER SKILLS

Malay: Expert Microsoft W ordtHpert
English: Intermediate Microsoft Excel: Expert
Microsoft Office: Expert

LEADERSHIP PARTICIPATION

Komander Kesatria Representative Committee (Secretary)
January2022 - February 2023
Briged Sukarelawan (Treasurer)
January 2022 - February 2023
Bachelor Office System Society_BOSS (Exco of Welfare)
March 2021 -March 2022
Student Representative CounciLSTPM (ExcoofDicipline)
January 2019 - December 2019

EXTRA - CU RR1CU LAR ACTIVITIES

2022
•  "Komander Kesatria Endurance Challenge 2022" at UiTM Arau, Perils involving UITM ah over Malaysia

(Program Committee Member)
• “Treasure Hunt" organized by Komander Kesatria (Activities Committee Member)
• "BOSS Induction Day* (Exco o f External Relation)
♦ 100 bamboo cultivation_Program of UMW at Denai Muare Sungai Punggor, Alai, Melaka (Volunteer)
• "Building A Positive Personal Image Through Communication” and "Value Mannerism" with participants 100

(Moderator)

2021
• "I atihan Intensif Bakal Komander" for UITM of Malacca (Participant)
» Flood volunteerism at Lubok China (Volunteer)
* 'P i ojek Waqaf Dusun limu (WaDl)* for UITM (Exco o f Multimedia)

REFERENCES:
Nur Hazwani bimi Mohamad Roseli (industrial Training Supervisor): (*60)12-5327424



1.0 COMPANY'S PROFILE 
Company's Name and Logo 

UNIVERSITI 
TEKNOLOGI 
MARA 

C«;twangan Melaka 
Kampus 13andaraya Melaka 

UiTM Malacca City Campus 

I have been doing practical training for 6 months in the Industrial Training Unit 
department of UiTM Bandaraya Melaka. 

Company's Location Operation Hours 

UiTM Bandaraya Melaka is located in the The operation hours for UiTM Ba11daraya 
middle of Malacca City and close to various Melaka is ( 8:00 am .... 5:00 pm) from 
facilities including shopping malls, Monday to Friday. if'. is closed on 
universities, accommodation, and others. Satµrday and Sunday. The break time on 
That's makes it a strategic location. It is each day is same (1 :00 pm to 2:00 pm) 
easier for student to find any food or any except for Friday which is from 12:15 pm 
daily essentials. They do not have to go far to 2:45 pm. 
to get various facilities and also their needs. 
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UNIVERSITI 
TEKNOLOGI 
MARA 

Cawangan Melaka 
KatnpusBandaraya Meiaka 

UiTM Malacca City Campus 

Vision 

To develop UiTM as a top university 
with excellent scholarship and 
academic talent, .able to provide 
leadership to Bumiputeras' active 
participation in all professional 
fields of the highest standard in 
order to generate graduates with 
strong moral character who can 
compete internationally. 
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Mission 

To improve Bumiputeras' 
knowledge and skills in all fields of 
study through professional 
programmes, research projects, 
and volunteer activities based on 
moral principles arid professional 
ethics. 
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" ure through assessment and 
ew the validity, dependability, 
ness, coQsi~t~ncy, and integrity. 
· handla:· the procedures and 

rocesses :. for as$~ssment and 
evaluati · 

.. For guia~hce on sustainable 
assessment. 

" Policies, circular~, and excellent 
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practises are regulated. 
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" To ensure and assure the standard of 
academic evaluation. 
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Values 
Excellence: Practic~ internal quality 
standards to ·· t . stakeholder 
needs and expectationsh •. 

;,I {? " . -.1/~·:. 1 :1t 
;, ,,,. ·.: 

Syn Seamless collaboration to 
maxinii~~ productivity that benefits 
industry and society 

Integrity: Embracing honesty, 
respect and transparency to 
achieve the highest ethical 
standard of professionalism 

c;~pacity 
to achieve ,§,Be .. ough 
the sp. :'· ·· Jf ~no .and 
QCCe:ptahce •.···· 'of ·····• . ral 

ncipies to, become 
·· rofessional gr~dpates with 
... capacity•::·,. ... · 

knowledge· 
within 
the entire 



The largest public Jmiversity in 
Malaysia was establisf:ledjp 1J356 and 
is called Universif Tekp§lq§f MARA 

(UiTM). It has ar, . .:?~ of)~~·p
1
~·~ise in a 

variety of fiel<:J§;f• t§G~h. as. in technology' 
busines's';"'s2I~hbe, and social sciences. 

UiTM was first known as lnstitut 

Teknologi MARJ\ ((fMt/,when it was 
, .\-J ·,i. :, .-i .. :,;:timr,unt=T+::='?Y?\ 

faun dJh 1956. 

· .. 

II ir1:stitution that offered certificat · · 

entrepreneurship. It developed 

and changed its name to UniversitV 
ing a university. 

,,_ t:. ,'.t, ~~:~lt<)l ~·.·. 
iQr~e, programmes 

d€rt"lit· programmes 

. ldbi'l~ARA (UiTM) in 

am is located in Shah Alam, Selangor. Jhe 
dn,i,histrative centre of the institution is located on the main campus, which is 
eferr~cl]o at UiTM Shah Alam. Branch campuses are also available in a number 

,)Jstit~s; including Johar, Melaka, Sarawak,, Perak, Terengganu, Sabah, and 
kel~f"ltan. Currently for UiTM Melaka there have 3 branch which are UiTM'Alor 
@aj9h, Bandaraya Melaka, and also Jasin. 

Numerous academic programmes, including diploma,. bachelor•~} mapter's, and 
doctoral degrees, are available at different 1eJe1s at UiTM. ,:fi:~:'':Lij'iversity is 
divided into a number of faculties which each focused on/a' f)i "''' · ·· · · field of 

stllldy, · including· business, engineering, science, a ' ad~ . 
arid · social science$2/; 

f.· .·'==~-' 

a huge ·enrollment whi9h makes UiTM as 
,,·J'ltmiyer:sities. It is known,fprils,.6pen admissio 

l1$fupha~is{on givi ··· ··· \ 9tive Malaysi 

'"', 'However, also acce" ·rqm ?,,variety of 
,,,COmmunity Of intern ',J!il\ < . •' 



andarays elaka Background 

One of the campuses ofUniversiti Teknologi MARA (UiTM} islllrrM Bandaraya 

Melakq ... "<On ;:J:~:~Gember 15, 2006, campus operations sta&f;~ 1vvJth 11 staff 
me'mbers. }t;be9inntng day of the semester was on Januafy.·3,11001. Led by 

.;:-,i ,.·: ·'" '-'-'· ·. ' 

Associat .. .of~.$sqr :~r~ Mizan bin Hj. Hitam, Director of the UiTM Melaka 
ri8" a:§$ii$t~~i::,:iby Associate Professor Mohd ZainudDin bin Hassan, Campq 

, .... , .... , ..... ,.,, .... ,. ... . ... 

Deputy Director ofthe Carj,pus. Students can easily acx~~ss the city's amenities, 

tran.sportation options, and cultural attractions. UiTM B$ri~'~t~Y:c!Jy1elaka known as 

·. rategic locc:1ti.pn. It's only takes 10 to 15 minutes tog¢"::1dilUb~rii~lr Watk1 M,elaka 
' ffll; fy1pU; ~~;nk, Food Stall and others ame~ities. · .· · ;:c:t !f :;< > ... > ;., · ... 

M,;i(l\l1~Jaka there have 3 branch which are UiTM Alor GaJah, B,'~,:11d:ar~ya 

::_:::· 

j~d{also Jasin. UiTM Bandaraya Melaka has contain~.d. 16 ]~vef':"6t 
. at contairi treasurer Office, Administration Office, Academic Affairs 
·•. dent Affairs Office, Lecture Room, Meeting Room, Mosques, Cafe, 

Lab, Library, Auditorium, Student Centre and 

atly, the Rector of UiTM Melaka is Assoc. Prof.Ts. Dr. Mohd Rasdi Zaini. 
~~- . . ·s ., 

. lssista.nf ffector for UiTM Bandaraya Melaka\:is Dr. Mohd Halim Bin 

· Ma). hath. There 2 Faculty in UiTM Bandaraya Mel8Jsa which are Faculty of 

B~si'~§SS: :~:rid Mangtiernent which consist the prograhl of office. gnd System 

Mana'~!erbgni(BA21~k'.Marketing (BA240), Finan.9e (iJ31244);, Hgtn~b"Resource 

and Management {'B,£(243), and lnte,rnational Efu~ih¢,~s l')BA~46 ~:t;l[:rfte!.:. other 

:iiUaculty is Faculty ofHotel and Tp 

Jll:'~$,,,Tourism and Management(H 



ENT CKGROU 
Office System Maqagement (OSM) is a program offered by UiTM Malacca City Campus. It 

is a·specialized Jil~I~ of study that focuses on the efficient management.of office operations, 
processes, · afi~i1

!1
1(t~9hnqlqgies. The OSM program prepares · studehi~t for careers in 

administrative ~lid offic~::m,magement roles, equipping therrr'with uie nec~~sary knowledge 

and skills Jo streamlin~:;~ffice gperations and enhance prod1Jc::tivity/ · 

The Q:jii program :,~ ~;;M Malacca City Campus covers a wide range; of topics 
~"" ""' , . 

relateiaJo office:;inanagement. Students learn about office administration, :dbcUment 
·> :;;}.Jll!\ :::/:f;'. > ·. ·:):::,,t.. . . · . · <: • . ":·, 

".o;iar:iagernent, re~drds management, office automation, .infon:11ation. systems, office 
. : iiil~mrnu:nicatioQJ!Qfbject management, and business proce§S irnprovement. 
:.:: · ·i'.' !}:6~'.?: ., . •;;:,;,; '.', .•, .. · . · · ,'.:'.t'.;:~ · __ :~.·.;·.·.'.·; ... :.;,.:.:· .· · -· s. -·-

ii'.\::;·:;;:);:::: · : 

, ······.··· By ulaYlr1gi,(j~~ at UiTM Bandaraya Melaka, students can acquire various skills and 

cd;i11p~tehci~S 1~ssentiaf for office management roles: 

These may include: 

• Office Administration: Students learn 
about he ideas an9 ·procedures of efficient 
office managemerjt, such. as organizing, 
coordinating, and planning days at work. 

• Document and Rec;,c:>,r<:ls Management: 
" Stu'de{bti ]earn how td 'manage documents 
v antji;;;;:{Jq~r~~ ;ystemafically, including how 
~;]9;;::;~ipi

1

~H:tly' ~rganize, retrieve, store, and 

./·I>. c .. ·· 

.. Mi:~•.8~~ign: Students ar~'f:{:. 

... ········ ... ',{umeto~s technol~gies: . ~11~ · 
'"~~~tomation tool$,, uch i:::f . ;:.,·,::::tp 
management 

. software, . and . ~lectrdiji 
manag'~ment systerrfi.r '1t:[E! mod;r~\ . 
man'~g~:ment, systemi:'design oft~n fnvolvJS:"+' 

. integta~Ing teobr1qlogf soJotions to improVe ;' 
·· data•m~nagem~ht and ~fficiency. 

• CommuniJ~tioi:r iiskills: In office 
administraticiri, .J1fi ~ff~~tive communication 
is critical .Jnd; i~~~~~ht,, Students learn 
how to sb69essfull~:c9' "''tunicate in many 
busines's .' ehvir6nfu~nt . ~rbally and in 
writing. ' i::,> 

<::;::,-J:;iJ~:::~: 
: :: \f:i@i![-J~t<, 

• Business Process ··· '' Jg:i'provement: 
Students study methad61l9g'i~s and 
techniques for .. improying arid(~nalyzing 
.. office pmces~~~.; :::~nhancing1l ;>overall 
effidency and: dptitrl[~irt' workflow .. 

''• ·· P;~ject Ma~i~e~f\:: :}:iji'frJffice. System 
an.a. ManagemeptJ:>[: > . Ti?mrhij;trnijy c:ontain 

i;i:~~f:~ :~~;ii£~~L ,f~{1~;~), 
··•···•· '~xecute office :project.':' . .. 



Universiti Teknologf:1MA~};tfa.culty of Business Management provides a Bachelor's ·~ ... . . - ····· 

Degr~~ . .,w,ith·a:rtajor)n G>ffice Systems Management. It is a unique,'f:>t9gramme since 
ifc~~bihes.'th'e'imahagerial and technology parts of office system$; ,,:.·,ere is also a 

first degree1;itb'8'rse in Malaysia that focuses on office rp9nagement ~tid technology. 
Because they are the pione:ers in this field, students ITiaJoring in this fielq),'Vill have 

several opportunities to inv$stigate and identify various areas of office syst~ms that 
r~h~d atte~tion. 

,:XFi 

}~ area.s of study include administrative management, Information 

rnanag;ement and communication. Students wili'be provided with 
,,,rmam :;!'knowledge, and abilities essential for related ingustries in each field. 

Nh11;$:~htt}~1 fiJv~r Should pass up the opportunity to enrol in this degree programme, 
,,:~l:LJd~~ a vari~ty of learning and teaching methods such as practical problem 

iili':i;~~tGres, and•.office practicum. 

have good futures in This prograrij:~c:,vet~: 
a.tjyi1i ;qrganisation after completing this • Managerri¢;o{ 'tori! dministrative 

ptp~r~mme, with several opportunities Profe$Si,On~I$ : ;;:::)!:[:'i::d it::, 
for.;•growth. Because of the demand for • Modern System Analy~is ao:~\Design 
professional office systems specialists, • End User Applications · < ![\?iftf, 

"::;;,:.well-prepared graduates will have a • Human Resource Managerrt~rit 

irqhoice .of. car~ers as Admin/Corporate • Administrative Operating Systems 

J~cutive, Office Servic~s and. •.•.·.•,•.·.·.L,·.:,.·· .. •· •. sln.,,Yn·So.·.·.·t·,· .. veamtisve·P.rT··O:: ... h.'•'·:.e .. ,:.!?.·.c•·• .. kt:.i.· .. nM: .•• :,.;·;·.••.~•.:a:.11,i,n>:;.·a:1.:::,g:;,:.;:e,>,:.,,.m!.:,:·:'.·,;.·.·.·e·· ... n. t mi .. Admin J E~eduti~is < J 

•·s··· ·.·;~Y msua9py: .. ~~b1;et;6~r!!il.,:,1,:·;,.p .. '.:,.tt:,rh~ de!1,i,! ~ '~~::::~:~t:~twr~ij~u\iqg 
offered ''I:i't " ..•. •,·.A··•.·,:.·.•.·•.·.,:d."····•·.J.,.11,.,· .. · .. • .. l.,.,~.'.· istrative M·.a··•·.ria·•·g·· e .. , .. ,.m•., ...... ~pt i1:i .. 

Qnity to proceed to. the ~ri$l:i;fpt:!ilr e 1:G>r;g'a'f])izatjonalBehavid( 
d'~it~t<lnformatioh Officer, .[)epartnj$nt ''}. ''l · ,, .. ,., .. , 

· Hj:~d~ reporting directly to ttj~'.:~EO. : 
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CARTA ORGANISASI 
fAKULTJ PENGURUSAN DAN PERNIAGAAN {FPP) 

UiTM CAWANGAN MElAKA 
l<A"PUS BANDA.RAYA MEL.AKA Oft sm NORMNIAWANG TtfAff 

KETUAPVSAT PENGAJIAN 

QR. SUI-WDA MOHO AMIN 
KQOODlW.iOR~OOAAM 

. SA232, 0040, Bt.246 

ClKMUNA 
liWilEELAH SAUIO 

PENYElAAAS 
PROORAM 

$.A.232 

.. 
,·. _. ,, T 

PN. NOOR 00:. NORSHAHRINA 
RAFHATI MOt!D RAFIEN 
ROMAIHA PENYElAAAS 

!ii::NYELAAAS PROORAM 
~OGRAM . B!\246 

B!\24{) 

PN. NOOSHISA 
t40i:fUIISHAM 
PENYE:LAAAS 

UiTt!AN PRAKTIK 
SA24l'l,BA242,BA24€. 

,' ;~~ : : ; ,,,, 

PN. NORHAZWANI 
MOHAMAD ROSEU 

PENYELAAAS 
lATIHAN PRA!CTIK 

SA232, aP,243 

PN.S.JTI 
NURULHUOA 

!BRA.HIM 
PENYElll.RAS 

INTERS€Sf 

OR. sm DALEELA MOHO WAHID 
. KOORDlW.TOR PROOAAM 

6A242. BA243 

CPK NURt!ASLINDA 
HASHll,;1 

rENYELAA.,!,;S 
PROGRAM 

Bt.242 

OR. NllR HAFJDZAH 
!ORIS 

i"E'Ni'ELARAS 
PROORAM 

BA243 
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UiTM Bandara)l'?)MeJ~. "" is .k university that offers continuation studies for 
STPM, Matrikula~i;.an~!f~iploma students who wish to continuijt~eir studies in 
thee''Bcichelor begt~e<Tevel. However, the Faculty,. of Hof¢1 [Jnd Tourism 
M~nagerg"eJj,f.and the Faculty of Management and Bi..1Siness ,are the only two 
types :9fiii:lf~~:ultle§ availaqJ.e at UiTM Kampus Bandaraya Mt3laka. The Bachelor 
of Sci~:r"i'G~ 1('H6noQrsfTn Tourism Management is the only programme off~ft3d by 

C :-:::- __ •• I·."=·>·<. :,· · •• •./7-<: . .<·: ·'.:':>t( ;f""\{ 

the Faculty\ of g{el anq} Tourism Management. The Faculty of Manag{ij:hlent 
••/''''.\/:/::":\ •A•:•;;; \'• •,• •••: •,• '.,/•:·"Ji\~ 

and Business,, contrast, offers five programmes Which ar~ a Bachelqr qf 
<!! :;Qffice Systen:itJ~~hag:~rrient (Honours), a Bachelor ofBVsines~ Administration 
!.:l!JiN Marketing J8t>p0urs), a Bachelor of Business Adtninistration (Honours) in 

; iii!:: finance, Bacn~ldr of !Business Administration in Hu mah Resource (Honours), 
:i

1:I::::i~qi~belqr of BUsiness Administration in International Business {Honours). UiTM 
/> '13!~haaf~'ya Melaka alas offer a studies in BA750 - Master of Science (Business 
''.iM§ri,~g:';rri'ent) and !3A950 - Doctor of Philosophy (Business Management). 

. . ..... ..... ....... . 

\'t1,~,,~~. there are various facilities provided by UiTM Bandaraya Melaka, one of 
\ihl.chiifi~ a 24-hour area. This learning area is often u~ed•hjiif$tlldents to conduct 
7\JB~~ti:Hg activities or group discussions. This area is co1T1fdlta!61J1.J6r:students to do 
>~dtl,viti~s because it provides WiFi for 24 hours. In ad~,ition}th~t'~;:c\te also other 
f~dl;litl[Eis provided such as a cafe, mosque, student cen'ter, and $Odi :;'rium located 
8:~ :tle~el 4. The: auditorium will usually be used if th·e UiTM mak~s< ':gram that 
irivjQl\le,$.:;JU§PY ;students because it can support as many as a maxirpr+;\ of 500 
st~ti$J1t~c;:f~:i~~dition; there is also a learning area on level 7 which is'::, Jded to 
facilitat~ it~1~~nts tO •• conduct learning sessions in groups. In addib · ... ~i

1

itUiTM 
Bandaraya:I:!!~elaka al$0 provides p library l9cated on 2 levels, which ar~ \l~vel 1 
and leve'1 12i(tevel t/provides s;tu ',/ii>Js a vaHety of books and m~t$rigl~ to aa::tbeir 
assignments. While, level 12:1(~ iprqyides a digital librarMi,·:~ .... ·.··.and also 
students can do group.discusSiq;!!i' .. ·.. .. . . . . ... · .,,d 

]!Icfri, in UiTM Bandaraya·ij!~llc;iK~ .... i(~ have provided)[wo;:' 
'!!i:!!~$ Tun Mamat (for ,male) a.n:~ :. ,. Mµlahir (for fem}JIE?57h i 

··i~hdaray:a··ryl~lclka :ar1&it is easfJijJor{tG\jijnt. It is onl~?I.takJ'. , 
qi UiTM . 6andanij;' ·. .. •. ~a. f he Ii(jjih~:c:n:,vi9 for student to •COtn 
)i~ya M~!:~k'~ .. car'on•'Kurn:{Jq:dt Application, which ! 

.eD UiTM :m:af( i'ative fqf!· .~~~d~Dt'. ~onvenience. . ···t·,,: ,;:,-,.,wtu 

,. :ience:,,of:students. 





SPECIFIC DATE>: 1 MARCH 2023 - 15 AUGu'sr 20123 

wo:R'k.ING DAY: onday- Friday 

FRIDAY 

FASTING MONTH 

::MONDAY-THURSDAY 

• 8:00 am;;r,;~ilf!R~~•>. 
• 1:00 pm:: ..;ti~l:QQ;pm (break time) 

{ :::. .. :: :," : <' \):?','·, ,'t~ > . :' 
• 2:oo·prn .t>5:QO pm, 

,,,"'' ',' 

• 8:00 am -12:15 pm 

• 12:15 pm - 2:45 pm (bfeaktitne) 
• 02:45 pm - 5:00 pm 

• 8:00 am -1:30pro 
• 1:30 pm - 2:00 pm (break time) 
• 2:00 pm - 4:30 pm 

• 8:00 am -:J.2:15 pm 
:,·: ' 

• 12:15 pm 11\2::4-5 pm(break time) 
• 02:45 pm - 4:3p pfri;,,,"; 



Among the tasks1 
ztt 

usually open tttt . morning to see what impor .······ were sent. I 
net3d to ake sur ; il;i§read to prevent important info( . h,Q from getting 

,,,thefcompany 6Fstudent will send theindustrial trainl111b·acceptance 
i.ia emaiL Ther~fore, I need to. be awa(~ for th~i pontinuous process 

. tiylJ letter. I am alJorespons•j~le;for ,., . in'.g emails}p:the 
i~garding important fr1fo CJ:ri1i:Qdu ·. . .. 'g. I 11~:~9.i':to 

;JliL. · ••.. : .. thefln ... ·. aining Coordinator if there a(gif~: ails rel.~Hed 
:\;f> i\ Jt.;A~,.' y;:: . . · "\·:::: ,, · .. :·,,··,,. , . :: :: ., ::._··.·· .. · ·< . . .. 'i ·"'"t: -~:.::h , ·,u;.'i' 

1:fol~tudents fr;./! ;:..•.ompany such as discipline iss&~•\ 

··pti\,lE!iminatJ~ tbft'iompany for certain reasons. •· ~" 

!
1
'th?ate,~f letters f6r practical practice student purposes Ile 

" . '"-'' ,, . . ; " 

Several l?fters that will be issued by the practical unit for the use of slldents 
ticaLtraining. These include application letters, confirmation letters, in ....... bity 

"
7
~d advisor appointment letter. The applicatio.lJ.. lett~r Will be created;:f and 
tdal! 5th ·semester students at the beginning of f6es~lti~$ter and also as soon 

initial practical training briefing is conducted. T . · tte.~~i$i.to allow students to 
ofthe c ·· pany they have interest in. Next, the lett 

bring on the first day of their practica!Jr 
tion form regarding{he workplace th~:; 

· -·. . · :,: · _ _., .·.- , _,iw, 

and the student letter will the:r, start t 
.... :p~J' will be mads:: for c~rtEiin co~: < 

c·,n advisor, I to create .a 
are a . icih trditr 

§, for spec1.1 

at;~ required to 
hey go on 
lso make 
· For the 

ointed. 
,<metb 



Design slide, post 

1 have been assign~ .. ~, 9 sr~'it~ sHdes for the Practical Training briefing session and also 
for year end repor:t:::~rfetingJ{~is6 need to design a poster for both b[i~fing session. I have 
alsQ been entru§t~~l;8y Dr. Aqilah to create posters for the .l'lnboLl~d 1/j~onesia Lecturer 
Exct'fahge;, aswell as design e-certificates for students, sp~akers, arid 5;_.Vidya who is a 
lecturer fro .::.:,)Q.ffonesia. 

In additi8;~I:'iHfav~·1i1ig',::6';~·~;{:assigned by Dr. Suhaida to make a poster for the program 
"Theories anci.Pt-i~ibofti'erla .bf Inflation in Persada World. How can Malaysia overcome 

+'/: ', >.·,,·:<J~f\::)!/ft~\: i\~tt /\'. ' ti'.i' : <' ... )> ·:::: ··f: 
it?'';:.furtherm6r~~ ifl. /h··~ve ·also designed posters and e"'pe(!jfi¢9tes for the "Defining 
.; ·Ainess Syst,~.~~:::Requirement webinar". After prepafid:1~~!!!\

1
p.Ost~rdesign and e­

t"tif:i.gate, I al$0iieed to get a approval from the corpor~\tu~it tq check if it has any <· .·~:§l(L;.r: ," ·>·/.//· \:i. . .. ··.,.:/.,·:· .. , <U;!.{:;:: :'.'.< 
i ·· Ke or not" · · ' 

Usher I Liaison Officer /Emcee 

........ n entrusted by Madam Norshiba to be an Usher for the program "Adapting 
·· ··· ·· a,.gt:fomic Impact Through Digital Economic". I need to escort the VIP guests which 

d::r:.Mohd Halim Bin Mahphoth (Assistant Rector), Dr, lsrl)~d.L Bin Md Badarudin 
iRector of Academic Affairs) and Dr. Mohd Nor Hajar HE1·~nGt,13iri Juno (Deputy 

::·;ri:iiet~rOf Student Affairs). . . . .. \ ·. 
,·,::-: !:'. :r::;,· ·i,Pd.-:·:: 

E3~~idj~ that, I have been appointed as the liaison officer for Dr. Vi~;}•f~~~:the Indonesia 
L.ectcirer Exchange program. Among the tasks that ne~d to be done is t8~:§

1!V~t directions 
and inforl]) tp§ activities that will be carried out by her from time to time. '···:;:;:;:::::; 

)'.{ ):(:" . , >.·\%: '.\)}~1\:: 

Among tk~;ti~;ks thatn1~d to be done Js to give directionsand inform the ~1i;!ities that 
will be catrie~ out by her from time to.,dme. \have also follqwe,d.D(YidyatoUiTM Alar 
Ga·ah Camp'u~ to visit the Industrial R~se·a : d Networklfl~.Geh{erho.meet with Dr. 

··•<!""""" •: •".'Jt •. ·•·· \.i . ·•· ...... ,....,.,.,:;; ... ..;i;}!:it\? ••]·.···. ... 
y9tL I need to make a document~iW\tp l the rneeting'ahq . ssion. I need 

····· ...• :~~.~.ure that the set schedulE3.f:dfloWsf,. .. fi~e to enst1r~ t~\afT progra@l is 
.; h.oll: ciisf'~pt~d. I need to be in constantcontact with ::the person id!Cb ::,:• t• ~•,[the 

dltt,~t will be carried out · · · ···· 

~bng 
i'6n.Jt <: :-·. ·=:.-:.··. 

ecurer·i 

"i 11~~ '• ;rn~r:~.as to ~.e the emcee fo~ th~;:::.;:i.~i::A:~:1.:i!1~'.t1: 
!:i'.q~::pecause the program was <?:t,t.e;[IQ~d•:.;by a 
'.,o~I!ii''Management from Jasin and!isariBqra) 

. . ..•·· .... ,·. 



Promote c apply for practical training 
throu 

/f, · . jl:c .. 'l . .·••· 
mail foam the company to get a student t I training in 

th~iri'.;~bmpany, 1 need ,;•to tl'nd more infotmatioriabb8t:i1, y such as 
locatio •· '"" ,. ees, how the business operates, ... . e business 

and:::8Jher inforrr1ation to make sure t" e company is 
ent that have been set t,y tbe lncJustriafTraining unit. 

tudents do not encountJ?' 
elected company. once 

comp, •.. · y's list has been approve 
, ate regarding the company:s 





I was . not give any alloW6nce during my industria.J .• tra.Jping at UiTM. 
Nevertheless, aine a lot of interesting and valuable s '.~rlences that I 
can use in the futur The experiences I've gone through~:ai~f experiences 
thai can ach me . • tq'deal with real work life. I'm very• gr~teful that the 

lthr.oughoufmy industrial training was very enjoyable. I was able 
many n!•ew things• that I might not know before this. I learn about soft 

skill{t ·.·· .. I cann"': •;get through class session. Tocompl~mentary haid(skills, 
sof(skills he'lp'.1f" . pie navigate their environment; ~;t' •.• .. · .. i~~II, ge(a·.1ong 

·;,/;;With others, anq accomplish their goals. Soft skins ~ .. , ... /a jbmbinatiOn of 
. :;: t~ocial skill's, p~Ople'sskills, communication skills, attfttJdes~ t~areer attibute, 

o:tharacter traits and mbre (Raznee,2018). · ··· 

., ,. •.· .. •. I go through my industrial training, I must ensure that I complyJo all of the 
: \l~;~c1dlines that have been set. Every task assigned must be comp.leted within 

·'thettime frame mentioned. This may and will enhance my time management 
"ti~s · as I complete the specified tasks. Not only that, but I must ensure . 
f arrive at the office on time. Because time is· the most crucial factor in 

j{,r y situation, I have been taught to be more effective with time 
nc1gement throughout this industrial training. 

,,f)JQlOre} my industrial training provided rile ttJopportunity flJmprove 
}nt;rpersbnal skills .in dealing with stu~~nfs .. I; t,ad to ?.°!'ti:toperly 

·. ~t,/with them in order_ tp:deliver inforrn~t(~n a·ID~.i!.1~s:$ist th~i~.with 

:ttienc~cltt1:~i!t:y.t:: i:tt:~attr::9cte!~i::ie;~r~ra;!~li'.t~ 
must ensl!.lre thaH. e:very . stud~ntJiifb . •a:jl instructibm~ ":p!~tj: . 1

byr:tb~~ 
··"'industrial training}unit. E;~ch per~o\. as•·particular traits, ~h~:::; . .1:: r;r:;pst kridJ 

.. ow to deal with·t ·· ·· ·· ; ........ "'... D(,;:/ 



Besides that, I will improve my graphic design skills by learning how to 
develop attracti"'~ly appealing and engaging poster c1:nd e;cgrtificate. This 
creativeness S:f~(spill over into other aspects of your WbrkI,i!i,\l;telping you 
to ,think outsicfr~ :the b§.){\and come up with novel ideas. 1 neeg • to ensure 
that the posters and e-certificates designed are in accordance with the 
p~ogra :to be conducted. Corrections need to be made as soon as 
pdss

1
i,;ij,#•l•fr any mistakes: occur. I also need to think of creative ideas to 

?)f}il Y\~,.: / "'•. 3\ , , .// , 

creat§'iitwo or .t:tiree poster designs for a prograrrJ.,<:tn.is js to allow the 
f'': I\:\,\/> . ::'): ::.Y/ ·.>.: ">. "')l)t)F>,t{ . , ... ; 't, ;])::{:::;}it; ? ):}i/?~i<:):i 

lecturefs?tq ,9 e:,, · ·se their preferred design. I 11e~ • •>'t§:IilJ~),p$tife. that every 

desigr1J crJ J)oks professional and attra9tive1:l J · 
:;r:: rf'.<1 

In lnefits ·. that I gained during my internship is enhance my 
internship ::s.kills as . I was appointed as an emcee. It is g99d for Jn.e to 
develop my confident level to speak in front of people. I will Have s'kveral 
opportunity to prabtise and develop my public speaking skills a.s an emcee. 

I may improve n,y ability to use visual aids, arrange my tir~sentations 
.· eff~ctively, and ·· convey my ideas effectively through rirc1ctise and 
·.· tnstryctions. In professional contexts where I may be required to give 

'i1if;p:l'tctt'~s, presentations, or reports, these presentation abilities ··are,\:helpful. 

i~mf~~ing frequently can greatly increase my self~¢t>nfidence. I'll.become 
, .. ,,. hJt>r~; ,,sqhfident speaking in front of an audienhe, managing difficult 

1ltt~G11:;: g::~:~~:ik. ;iv~;:~: ti~~::!lf1Eli~~~~ln::~;~ 
.· \}; p~r~9~!t1 Ii! hd prof~ision~.1.·.•.··•t.l1¥.iC.ii:.:is··••·.·•.~.'./::Cb·:·l·;:rifi :<< ·< } . .. !:jr•. , 

Practical Tf§~r,img:;t(Ul~it Caf>{JitM Bandar~;:, 
invaluable expeff;f"' \U:::::~:s that gtj['b~yo~d<:Q'rdinary acade~1i~\ir 
wo~~>ethic impr ... , es,: I learn useful skills, I communicate with 

UiW)n,Pthefi:jpeople mOre effectively, and my creativity is fostered. 
~; <F ,,,.,. ·,.·. ,,,,,.... "· ""'"'' , · '·.·, ' ', 

]:;i1[t'
1!lf:;p~tili;iITT:~!in a position foii;;:pc1r~~r &UGC~s~ by encouraging my 

;JJ!!li,11::i~hd 'p~rsonal growth. • .. ••··· ······· · , ·. , · · 
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s 
GOOD PROGRAM SYLLABUS 

The developed skills of Office Systems Management programmes are 
their strength. To stand out in today's competitive environment, ifs 
essential to keep expanding your knowledge and becoming better. If 
students acquire personal development skills, they are also more likely 
to feel fulfilled in both thejJ persooal and professional lives as they 
advan'ce and progress. + Persq(lplity :traits1 social cues, and 
communication skills are all examples of personal development skills. 
Students ··""""·'""- their individual gbals ; by working on their 
knowl~dge, skills1 and self-awareness through the process of self 
improvement. 

Students can take an intro~uctory course covering human resources, 
marketing, and business administration programmes through subjects 
studied throughout the semester, even though. the office systems 
programme is more <focused oril administrative management, 
·ccJmputer and informatiorrtechnology, and communication. This can 
be I and provide fundamental information on the area of business 
management. 

As part of this office systems programmer students have the chance to 
learn Mandarin or Arabic as a third language. Students can choose 
which subject they are interest more within this two language. Students 
will finish three ........... ,..,.,.,.. of coursework, from semester one through 
semester three. The pupils will learn the bgsidJSoncepts of reading and 
writing in Mandarin. 

Fresh graduates with a third language will increase their chance 
being hired. Being equal, a bilingual job candidate will be preferred 
than a single~ranguag~ prospect. Because there are fewer of them 
(who can speak more:than one language), those who can speak 
more than one languag~.b"'gye.more demand than those.who cannot. 
As a result, employees with.m~ltiple languages are often more costly 
(Welch, 2018) . . . .. .· . .· 



. . 
::: : . . 

ABLE FURl~ER STUDIES,lN POSTGRADUATE 

A furth~r feature of Office Systems Management programmes is the able to further 
postgraduate study opportunities. UiTM offe~s postgraduate students chance to pursue full­
time. Master;s or DocJor of Philosophy degrees"thmugh coursework or research. The 
Master's Programme ,provided is cf Master in Office Systems Management (BM 775), which 
,is ~~9urse withfull-li~e (1.5 yea~§) and p9rt-time (2-4 years) study options. The Master of 
Offid~''systems Man;g·ement ~pur§es aims,to educa,te the next generation of professionals 
iri., the areas of office administration anq techdplqgy.'( Besides that, Office System 
Manag~ment student also can further their stbdies in :MastJr of Business Management. . ,, .. · .. ·. r: 

FurtherrnOre, when students continue their studies to the master's and the PHD level, it 
might be one of th~. paths for those who want to pursue a career as a lecturer. 
According to Dr' MuHammad Alirf Asyraf Kamal Nurzaman (Senior lecturer of UiTM), 
further studies or having PhQii.~t~j'must'. Therefore, studen\ need to further their Master 
before go for PhD .. ptudent~?i,knowledge of applied offid~ systems management or 
Business Managern~ht will g:ef expanded ,!!}rough ~xposu(~ to professional research 
leading to a PhD. 

UiTM Bandaraya M~laka is :well known foril its out;;janding:
1

li academic reputation and 
commitment to educational excellence. This reputa~jgn exte~ds to Jhe Off.ice System 

. .. :' '< ·tt ·",. ::• 
Management programme, wh.ic;,h provide$ a ~olid fotJfli)dation: for students interested in 
continuing their studies. Tbe'!i: compreflellslye syll~6us and. ~eni1anding academic 
requirements of the programm'e:pffepare sfucteots for success in higher~level courses. For 
students interested in pursuing?postgradU~teiii studies, the Offic · Systent Management 
progr~mme at UiTM Shah Alam may provide}J'search hpportuni .. . . A teclJT{ of skilled and 
qua.li~led faculty members who specialise 'i'h"~f;fice syste:m admi . tratio~rmwHI most likely 
supp0

rnt .the programme. These academic me~bers. maY' have unlque' re§~arch i11terests 
.... a.hd skHls in the field. Their advice . and m~ntorship can be importalit to s\udents 
. tt>nsidering postgrad~1ate courses since they ca~ provide support, guidance,,and advice. 

In addition, office"systentmanage.ment students can also have the opportunities to pursue 
< .· . . _. '-· . ' 

a master's degree in ' Mast~r. of: iBqsiness Management at UiTM . Bandaraya Mel aka 
because the syllabus of offic~,:s .. . m management is ve(y1compreb,ensive. . .•..•. · dents are 

', ._-'·>: :.:" .:•,-Ji,'1::,km. :,/ • .· . ··:• .•.::{ .. ·. :··: · · .>"A;,,;,_: ': 

not :limited to the office systems rn§lnagement syllabus onlyf They have been ~0posed 
varibus other business relatedfi~lds •and this allbws them.t,,, ctontinuJ;1their stufi\es in 
areri of business. d:t • ,.,, ' ,I 



E s 
EXPERT LECTURER 
The programme benefits from te9qhers whoI have major knowledge and expertise in office 
system management. TheSe lectgters have.!' an excellent understanding of the discipline's 
subject content, theories, and prartis~s. Their knoyvledge enables them to provide high­
quality lectures, encourage engaging disou~sions, 'and provide students with useful field 
insights. 

Thelectwers in the Offic~ System:Management programme are likely to have professional 
experience. They may h~ve wor~td in ~,psious offi~e enyironments or held managerial 
positions, giving them the abintY!tto brin'g 'lctual examples and case studies into the 
learning environment. This harl'd$ qn exp~rience1·lenhances the learning process by 
allowing students to benefit from the lectureif$' p?rso~alknowledge and develop a deeper 
understanding of how pffice systems and mah~gement ideas are applied in practise. 

';' 

Office ?ystem admini},tration,,is,,a, field that continues to develop due to technological 
improv~ments ~ndi. c~anging working conditions. The prd:gram's qualified educators 
are likely to bi:{ up ;£b date on ~he latest industry trends~\ advancements, and best 
practis,is.This guki.ral1tees th§.t students obtain up-to-date

1
lflnd relevant material that 

reflects industry demands. ,iifh~ .lecturers can afso giJ~ students insights into 
devetclping technology, indu$tryl! difficulties,. and opportunhies, preparing them to 
adaptto the changing landscape ht office system administration. 

:.:::: .>) : .-... :; 

Expert lecturers cart serve as Jh¢ntors and guides ,t<i stude~:~s in the Office System 
. ··•: i/; ···. . ··iii• . : :, ' ..... • .·· 

Management program. They;:! C
0
?n provide ,13-cademi~; and career .advicei helping 

students navigate their aca9~1111't journey arid make. ·l"ntormed, decis:ipns abdut their 
future. The lecturers expertisEt'aflows them to identify stµdents strength? and interests, 
providing personalized guidaindJ for research prbjects, internship}:;, and .. career 

i!. :. .· .,.,,y,' \ 

pathways. :i 

Lecturer can act as mentors and advisors tof oilrice System Management students. They 
can help students understand their academit: J~periente and make educated decisions 

·"' " about their future by providing academic and iareer advice. The educator's expertise 
enables them to discover students' talents .abd · interests, allowing them to provide 
personalized assistqnce for research projects, internships, and career p~ths. 

Currently, in Office System and nianagement, there hav~ii three Le6turer wijp further 
thei( studies in PhD .which this ·~~ay increase their expertise andspe~\alize irvthis fieldii: 
It willtgive the Offic.e System Madc1gement student and DepartmenC:more be,fuefits irl' 
term iof expertise because they wi]U do more reSearch regarding Or'v'lrnprograriLr OffiGe 
Systern Management Lecturer al UffM :Sa.odaraya Melaka are fu,tfilled Malaysia 
Qual'ification Agency (MQA) bec.au~e we kn0w:Jhatthey have set certaiin criteriJ to run 
by the universities and one ofthe criteria isithe ¢apabilitities and expertise of the 
lecturer. 



E 
HIGH CREDIT HOURS 

The high credit hours required for the Office System Management program can result 
in a significant time commitment for students. This means that students have to 
dedicat~ a substantial amou'i;f of time tojattending classes, completing assignments, 
and stu'ctying for exams. Th;e heavy :wgfkload may lead to increased stress and 
pressure on students, affectin'gtheir over well-:Qeing and work-life balance. 

, ·.·.· .. :<b= 

Th.e high credit hours can limit . students' flexibility in terms of course selection and 
.scheduling. With a large numbe(of credit hours to complete, students may have fewer 
options to explore elective cour~es or pur~ue minprs m: double majors in other area. 
This lack \of flexibility may w ict studer,ts' abi1lity toji customize their educational 
experi~rn::e according!! to their ... •. . ests anc:Ltareer tJirhals. ]i 

"" i~1; . . . 'c; : ., it :· < !\in 
<?"'.:'.)t' ,., {;; ~~ 

;: .. ,:,.:·,:::: __ ·.;; . . . . }~; .• lL 
The demanding na~urn of the/Office Syttem M

1
i. nagetient prngram due to high 

credit hours can leave stud~nts 'Jllith lim1\ted time and ::energy for participating in 
extracurricular activities. lnvo'lvement in ' rubs, brganiZ?-tions, sports, community 

... service, or internships can provide val.., ...... ,...,i:,_, opportunities for personal growth, skill 
development, and networking. However, the heavy workload may limit students' 
ability to engage iP these activities, potentially impacting their overall college 
experience. 

The high credit hours required for the program may increase the risk of overload 
and burnout among students. Juggling multiple courses with a heavy workload can 
be mentally and physically taxing. It may leave students feeling overwhelrri;ed, 
fatigued, and unable to fully engage and absorb the course content. This can 
impact their learning outcomes and overall academic performJnce. :•t; 

::: 
y 

The high credit hours can mak~ it challenging for students effed1;vely rrianage 
•thleir 'coursework. Balancing multiple courses, assignments, and dead'lines can be 
demanding,. particularly for §tL1cl§nts .·· who also 't,I,~ave part-tirrie Jpbs, family 
responsibilities, O,t., other comlllitm~hts. fhe increased vvorkload may impacting the 
quality of learning and acaderiiit bukomes. ... . ..... . 

Besides that, requithd for the Office System Management program may re$Ult in qn 
extended time to 9radiuation for some students[ The need to complete a large numb~r 
of credit hours within th'e prescribed timeframe may lead to a heavier>course :1d,f1d.eachj1i 
semester, making it difficult for students to graduate within the expeded dura,i,ilm,';iThis 
can have financial implications and delay students entry into the job market or 
postgraduate studies. 



ESS 
TEACHING IN SHORT-TERM 

There have lack of lecturer in UiTM Bandaraya Melaka for Office 
System Management program. This is due to several lecturers who are on leave 
due to 'continued study at the PhD level. With \fewer lecturers available, existing 
faculty members may face an i@crease<i ~orkload. They may need to teach more 
courses, handle latger classl sizes, '~nd take on additional administrative 
re~ponJibilities. Thisjc~''n leaditl bumdtrtt reduced quc:3lity of teaching, and limited 
aVa;ilability for studeht supportahd mentorship. . 

$ 

Limited availability of lecturers can ~
1

ffect !tuden,t-faculty interaction and 
engagement. With a higher ·· student tiito lecitre'r tatio. it becomes more 
challenging for students tcf · guidarl1~e; cla~ify d~ubt~, and receive timely 
feedback. This can hinder e ov~r~!il dearr{ing experience and impede 
students' academic and peir~Qll:al devefo~xnent 

i!! ( ',, ii< .. '' 
Ttle,shortage of lecturers cdI-r~reate challeinges in academic planning and course 
scheduling. The departmerli{rhay struggle to offer courses at optimal times, 
resulting in conflicts in studef ·· , trmetables; This may limit s~udents ability to enroll 
in desired courses04pr creat~ fl balanced course load, pot~1rtially.,extending their 
graduation timeline .. 

It can impact the department's . . ility to engage in research activities and publish 
scho!;arly work. With limited fac~lty resources, thereJ,rnay b · fewerlopportunities ~ 
for ~esearch collaboration, supervision of stude~t ···· res ... , ch projects, and 
inv91iernent in research grants or publications. This tjan hind,~r the department's 
reputation and its contribution to the academic commu~ity/ · · 

The shortage of lecturers results in each lecture,q being required to tea.ch 
more than one subject code.• This m~keS itnecessary for them to teaqh 
many classes atthe same time. They n~,ed to master in mo'r;e subje1~t cod~ 
in a time. In addition, this iss&e. will also,cause lecturers td work .. r.cf t6~i 
replace lecturers Who arJ\::urrently on' study leave. this wm'"~ause.wJrkload 
to occur to.these 'lecturers~ Por example, there lecturertirneriitoned 
tha.f 5::he experienced teach tvyp codes subjects for ,. 



I IE 
· GROWING DEMAND FOR OFFICE MANAGEMENT 

The demand}for skilled office mana 
industries)pr~arjizations recogni 
productivity and success. This prese 
seek a career in'office system manag 

PROFESSIONALS 

ment professionals is expected to increase in various 
importance of efficient office systems and processes for 
.an oppqrtunity•for the program to attract students who 
·ent a!"lcl imeet the rising demand in the job market. 

,;<4.~, ,.. ::· ·'·,;,' . ·;,, 

Organizations across industries recognize the ·':crucial• role of efficient office operations in 
achievfng Hroductivity and success Botriguez, 2017). As bu.sinesses strive for operational 
excellenc1:;{fhere is a growing deman r professionals Who possess the skills and knowledge 
to manage 6ffic~ Sy;iefos 1'effectiveiy: is demanb crea · favo;rable job prospects and career 
opportuniUes.forgraduates, of tile Offiq System age ntprogram. 

The skills acquired through the ()ffi .. .. ... nag~ment program are applicable to a 
wide range of industries.Virtually every'.qrga · ..... ipn requires effective office management 
to streamline administrative processe~f; en~"ure :r~.'.mooth communication, maintain data 
integrity, and facilitate efficient workflow. Gradua~es ofthe program can find employment 
opportunities in various sectors, including cdf!;'!Otatf businesses, government agencies, 
non-profit organizations, healthcare institutions, Jducational institutions, and more. 

Techno!ogkal advancements continue to shape tf!e modem workplace, driving the need for 
professionals who can leverage and manage theI latest office technologi.f3S>' Office·· system 
management programs that incorporate relevant technological st<;ills and know!E)dge can 

. . .,: ·•<· I •1,, 
prepare graduates to adapt to the evolving digitahlandscape. Proficiency ill office .software, 
document! management systems, collaboration tools, and other technbf:ogy p!~tforms positions··• 
graduates as valuable assets in the job market. ,:11~. \ 

The. Office System Management program can offer specialization optipns or eleclive courses 
that cater t9 specific offipe management roles. Graduates can speci~lize in areas such as. 

;., . ,: ) . ·. ': . ;: .;. ill ':•: . \ . . . . .:._·. ,' .·.,. : '.\ 
· 21d111inistrative support, records management, project coord:'r:iation, · office automation, or 
,,t''f<•tJ:¼lh,@:i;'·'· · :· L .. .:·i :.· : .. : ':'.:.:==:, . '.(·:' 

facilities' management. This speciaUzaltion enable~r stud en . . ... ···develop expertise in their 
qhpsen field and enhances the.ir .qornRJtitiveness in securin~I1pecialized office management 
posltions. • ''-"'.~':;c,] · · · · .·· I'. · .:

1
;: .v · 

Office system management professi()n~ls often havt ()~
1

portunities for ~~~eer ad 
and growth within · organizations. With the acqurted skills in ~anaging k>ffice o ionJ~. . ... 
project management, communication, and organizational behaviot, giraduates Gc:in pr<)>gre~s to'":: lf 
supervisory, managerial, or leadership roles within their orgahizath:ms. T~'e.'prog(c\nf}.:an)t:rn ' 
provide

11 
studen.ts with th$ necessary f ndations and competertc:;i~s..,to ex9f311:, in their G€l'r8EJf~ 

and pursue further prof SiGnal deve!o ent opportunities. .·• t::t > . . .. . ..... 

..... ,-" .. 11111 
ii 



I IE 
TECHNOLOGY ADVANCEMENT 

While teehnological advancern~nts pose' thre9Js, they also create opportunities 
for the Office Sy~tem Ma ,, gem~nt ·•• program. The integration of new 
technologies in offic~ enviro nt§ open1s door.s for graduates with expertise in 
leveragtng digitaFJoJls, autom tion, and data mana~ement. The program can 
align its curriculffm with emerging technologie;:,, eqµipping students with the 
necessary skills to excel in technologically adva

1
~ced lworkplaces. 

· ii I .< ' 
:}.,_ 

Technological advancements enable thed:1utomJlion of routine tasks, improved 
data management, and streamlined prb(besses. (Sutrisno, 2023). The Office 
System Managemen~' program, can leverage these adva ments to train students 
in utilizing office t~ehho: es cUvely. Gfaduates equi ed with digital skills and 
knowledge can CQfltfibi e to ahcing "the efficiency and productivity of office 
operations in va · indust 

,, ~:;;.., ~". }! !!; ::~, ,/, 

The '"program can capitalize on technological a~vcJnc ·, ents by integrating 
digital tools and software applications into the cutriculu . Students can learn 
how to use offica,,,.~·software suites, project man ement\ tools, collaboration 
platforms, document management systems, and erdig1ital tools releva~t to 

<: 
modern office environments. ,.:,.;; 

. :;:111!, 

Technological advancements provide access to '.'J~st amounts of data. The' 
prog , ' : can incorporate data analysis 9,fld repdrting skills, such as qata 
visualiz'ation and business intelligence ,toqls,: to enable graduates to make 
informed 'decisions based on data-driven in~igl;its. This enhances th · ~bility to 
analyze office processes, identify areas . f&r ·improvement, .and co ribute to 
organizational decision-making ... • . 

..•• ' ..• Ji . ' 
Technological·· adv,ancements f,aye fadlJlated remote w and· virtual 

::: .< / .. /~{ .. :/\" . . :·· :'! '·', / .· :: 7./\(, 

collaboration. The program ca.oil equip students with the skins:: necessary for. 
effective remote work, : indGtiing online commuhication .·····;tools, project'~H 
maqagement software, and virtual meeting platforms. This prepares graducJtes to .. 
adapt to changing work dynamics and contribute to remote team collaborati'~n. 



I IE 
[i:Graduate from OM can apply for 

lecturer position 

The shortage of av~ilable lecturers creates an opportunity for fresh graduates 
from office management to enter the :teaching field. With a limited pool of 
qualified candidates, institutioQs may b{3 mor~i open to considering candidates 
'"from •r~lated disciplil'"les. Fresh:1ii gradua ··· 1;:s fro~I' office management may have a 
wJde 'iabge; of knowlidge in{\r~bous ·· , cts related to business administration, 
office o}J~rations, and manag~~~nt. This versatility can be an advantage when 
applying for Ieclarer positions in institutions; tha\ offer courses in these 
areas.Office management graduates often h :' e pr~ctical experience gained 
through internships, cooperative education pr ·. ams/ or. previous employment. 
This e)f:perience can bring reaH,world pec\specti and practical insights to the 
classroom, enhancing the learntng expe{ilnCe for stydents; 

,•. ;· ·,, ·::/ " .·. 

. . 

Graduates from office management p ;rams aHquire skills that are relevant to 
teqqhing,. These skills may, i:hdLlcte /Jf · · qtive communication, organizational 
abilitie~, time mai,Jagemept:,r:,problem-sqlving, and leadership skills. Such 

:· ···: ,,,.·._,,.,.· . ': 

transferable skills ;,can be b~neficial i: wren managing classroom activities, 
facint~ti(lg discussitms, and' iJi:teracting with students .• As recent graduates, 
individuals from offi~e manag'eiti"ent pro?;Jratns may posses~ current knowledge of 
indusfry trends, pra6fices, aril:f tichnologies. 

· · · :%:'.!!4m0?' ~[ :} 

They\ can proyide itu(lentsf with .• igsights ipto the latest ~veJop\ents in thE>ir 
respective fields, creating a: dynamic and engaging !'earning environm.ent. Fresh 
gradl!ates are often enthusiastic and motivated tq begin~ heir careers. This 
energy can transla,e into a genuine passion for teaihHJg / a commitment to 
student success. ft can inspire and motivate studerifs, tering':1;8a positive 
learning environment. 

It is. important for fresh graduates from. office ma•~,~gement to highlight these}
1 

oppcyrtunities in their applicatiof)Js and demqnstrate how their unique s':kill? aA:t: 
perspectives can contribute ... ,Jo the teabhing and learning envi · ~rnend 
Emphasizing their practical e rience, transferable ~kills, and willin ss to 
grovv as educators ~an make th competitive candidatf1s for lecturer posi~io11s. 



E 

NEED To KEE·PruP-r©r:..DATEi! WITH TECHNOLOGY 

Rapid advancements in technOlogy 9a! Pose a threat if the organization fails to 
keep p~ce with emerging trends . The department needs to ensure that students 
are equipped with t~e necess9ry technical skills and knowledge to leverage the 
latest · office man~gl6ment to~ls and technologies. Failing to address these 
advancements cah 1

1 result in ;~gradua, .. being m ···~ prepared for the evolving 
:N .. ·: 

technological landscape. · 

Rapid technological• advancements can rendJr certain skills and knowledge 
obsolete. If the progtam fails to keep pace w·ith emerging technologies, graduates 
may b~ iU prepared]lto meetioqustry demands. It is e ntial for the department 
to regqlqrly updat~rwhe curric~ium to incorporate the t office management 
tools,!: 'software l~ .... lications, ~nd digital skills that in high demand by 
emp}oyers. . ..... ' 

Tecfi~ological adv:·ncements ~an lead toincre ·· . d corppetitiveness in the job 
mark~L Gra.duafoi from competing progra that have embraced new 
technologies 'fnayi have ~},qi;)rnpetitive .. advant ge over UiTM Bandaraya 
Melaka's graduate:s. This canfmake it Challen . for the program to attract 
stud~nts and place' them in desir9ble job:: positi6J1s. The department needs to 
ensure that its graduates •Ware equipped with . tHe latest technical skills to 
remain competitive in the job mar~et. t 

Technological advancements can also 'pg'S~ cpqllenges for faculty members who 
need to stay updated with the latE:st toQlsi:~n:~.technologiesJo effectively teach 

., ,. ,ellP mentor students. The departmenttsHpuld invest in faculty dt1Velopment 
programs, workshops, and training sessi·ons to enhance their te~hnologJcal 
competence. It i,§,jmportant for faculty members to stay cu nt with irn:lus;try•: 
trenps and be abl~·Jo guide students in utilizing new techr1ologi s effectjvely. (, · 



E 
SCHOOL LEAVERS · ARE NOT INTERESTED IN OFFICE 
SYSTEM MANAGEMENT PRO,GRAM .· :r. 

·•;~~~-~<;;~·\ . . ·. : ' .... 

School leavers may have a higher inCl.i~ation ·towards programs like medicine or 
engineering due to their perception of greater·,career opportunities and prestige 
(Qlcay, 2017). However, it is ·possible to create interest in the Office System 

·. :. ¼ :i%<i . . 

Management (OM) ·program effecth.tJ.:;ly highlighting its wide range of work 
opportunities and potential ca r patbsJ! The perception that school leavers are 
not interested '•in""ttt$ Office Sy m M:an~~gement pro~ram because it is seen as 

:'.' ::- < .. ·.. '<" . :'(\ .. ;\f . : fl . 

unpopular can be influe:nced by variou$. factors. ' ' 

" .' .. :·.· ·: ,' 

}School leavers may have limited awareness or understanding of the Office 
:Syste~ Management program. They might hJ~t be familiar with the career 
oppo~unities, potential for growth, and the practi'cal applications of the program 
tn various industries. This lack1 of awareness can lead to a perception that the 

";,~erogram is unpopular. Many scrool leavers tend to choo~e towards more widely 
kiidwn career paths, such as e1j1gineering, medicine, or b:t-Jsiness administration. 
Office System Managementmight not be as well known hr recognized as these 
mcrinstream fields;foading to the perception that it is unpoRul9r. 

:: . . r :; . ,.,: .· . 

Ster~ofypes and Jisconceptio~s about office related ro1J$ cil1d
11

\ administrative 
positions may contribute tilt .. perception that the Office>System Management 
prqgram is unpopular. Some{irl .. ividuals may have a;,Jimited understanding of the 
diverse range of skills and }e~~onsibilities i:involved<jn nffic; :management roles, 
assuming that they are less. de~!irable. TheNpopularity~ of cert~in programs can be 
influenced by rnar~et dema!nd ~nd industry trends: J} there is a perception that 
there are limited JOb opportunities or growth pro·~~ects in the field of offiCe 
management, schdol leavers may be less inclined tg .~ursue the program, further 

· . :I ""°"'t,•.-
reinforcing the perception of its unpopularity} · 



E 
. . 

MARKET COKAI?ETITIOiN 

The field of office system management is highly competitive, with other educational 
institutid[ns offering similar programs. Th~ presence of competing programs can pose 
a threat!to UiTM Ba11daraya Melaka's prggram, as students have multiple options to 
phoose from. The department eeds to" continuously innovate and differentiate its 
prOgram to attracfstudents an . aintain its market position (Caplow, 2017). 

The fie.Id of off.ice system 111gpagement; may be saturated with similar programs 
offered! by other educational•• institutid~S .. Thi~ satiration can lead to intense 

;.c{ •• • :: ::". • / :: \. i>.. ::: •5:1 :::> /f 
competition for Stud~nt enrollment. It bJpqbmes qrucjal~for UiTM Bandaraya Melaka 

\ ;: :"·J \"· : -~ ::.- :/.. ;i 

to differentiate its. Jjrogram and highJigijt its unique features to attract potential 
students. 

;: :»c•,_.•,• ·,· . ' 

:. -:,:;,,:., .T 
/·:·<ii, ill 

... ·T 

Other universities1 qr colleges offering office system management programs may 
have well-establish~d reputations and bnrnd recognition. These institutions might 
have been offering "the prngrafD for a longer time, making it challenging for UiTM 
Bandaraya Melaka 'to establish'· itself as a preferred choice among students. The 
department needs tp actively promote its strengths and build a positive 

rn,c:,;, .• 

Effective marketing and prnmotion strategies are essential to raise awareness 
about the Office System Matl~gement program at UiTM Bandaraya Melaka. The 
department needs to sho~case the . prografD's strengths, such as its 
comprehensive curriculumH) ~xperienced, faculti, pract(cal otientation, and 
indushry collaborations, to ~ttract pro;;pebtive students. c'ompefing institutions 
may.,ihave robust marketing.icampaigns·;,yqiaking it cruciakfor UiTM Bandaraya 
Melaka to develop :targeted and'impactful ! !:iii 

Competing institutibns may also strive!io: ~uract am;i retain ~ighly cf!p~lifie~, a.nci 
: .. .,. . 1, :'?!: . \ ,; ·;· .. . ·· ,_· -1,_:- :> <lt :\> : ")L >\ 

experience(14•fate!1lty members. Having ter1owned faculty members c&n enli~nce 
the reputation ahd quality of the program. UiTM Bandaraya Melak~ need~ to 
actively recruit and re!ain talented faculty members, offer competitive 
corrypensation packages, prov

0ia,~ opportunities for professional development, and ... 
create a conducive work envifonment to ensure a .]jhigh quatity teaching and 1• 

learning experience. 
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DIS SSION AND RECD ENDATION 
School leavers are uninterq.sted in office management because they are unaware of the job 
areas and feel it limits• selves to work as a clerk. They are unaware of the current 
growth in dernaqd for Offi .. System rvlanagem~nt. There are numerous strategies that can 
be implemented to fight.this · mindse't and promote school leaver interest in the Office 
System Management •programme. Th;y are unaware that the actual field of work for office 
management is much wider. Schdd'll~avers are not exposed to the syllabus covered in this 
office system management subjed in'.~reater d~pth. They believe they will just learn about 
office management. This i~ the reason why scl\ool leayers are not interested in continuing 
their stuaies JnJhis prograrl 1 

Iii;; 
' . ,,: / 

They. are mdre interested'•in taking pii~grams such as medicine, engineering, law because 
they think this prograhi"ar~ more popular and interesting amorig school leavers and also in 
our society. In addition,: the demahd itor this office sysl'em m~magement program is high. 
This is because we readily understand'that au business€!$ or organizations need admin staff 
and office management students have extep~ · kn '! edge Un this field. For example, 
based on the article I have found, it mentioned the f and . ic;e of hotel management, 

~" 

the Office Management Department should fulfi goa nd purpose. It shown in 
every management need 

;';,,<:.:,>,~i." 

Therefore·;""the university :::should play an imp~rtlnt role by promoting more about the 
office system managem~nt program so that sch:ool leavers are more interested in taking 
this field after they •fdnishjtheir school. The university can collab,orate with schools or 
companies out there to :show and explain to people out there that this office system 
management program a growing demand in the job market. Implement career 
exploration programs wit n school$ or educational institutions to introduce students to 

various job roles and re~ponsibilities within the field of office management. This could 
involve inviting professionals from different a;eas of office management to speak 
about their careers, organizing job shadowing opportunities, or arranging visits to 
workplaces to observe different roles iil:'action. 

:; ::: : 

UiJ'M,Bandaraya Melaka can educate .school leavers about 'Jhe diver$e career path':Vays 
available in office management. Highli.~ht the potential for gg>,wth and advan .·· ent within 
the field, such as progressing from ijn entry level clerk position to roles )!;With more 
responsibility, such as administrative a§sistants, office manag,rs, or operations \m:ianagJrs; 

::·· :: . .' : :. ;" ";,:. . :, ;:y·_.· '?"). .: t :i 
Showcasing successful individuals who have buHt fulfilling careers in office, maoageme~r 
can also help change p~rceptions.. r; 9 

Emphasize the growing demand fo( professionals with expertise in Office System 
Management. Share stafi5tics and rn~rket trends that demonstrate the need for skilled 
individuals in this field. Highlight the J.1¢}ential for job security and future grqwth, as well as 
the versatility of skills thafcan be aPpi@ij;d in various industries. ·· 

' . ··.::.·:·.·o;:- • 



Engaging OM program alumni and current students as ambassadors can be an 
effective way to connect with schools. Alumni can share their success stories, career 
journeys, and the impact of th~ OM program on their professional lives. Student 
ambassadors can visit:: schools, ncluct p sentations, and provide insights into their 
experienqes and the :benefit the ·<DM program. Organizing dedicated 
informatidn sessions fo:r schocYH,g• ance ~n?elo~s can help them understand the OM 
PEogram's benefits and ::enable th to provide 'accurate and comprehensive guidance to 
inter·este~ students. These sessions can include detailed program overviews, curriculum 

i 

hiQ,hlights, career prospects, and ar1y additional resoµrces .available for students. 

I·•· ·•·· & ... . % Ii . H 
Collaborating with sc'liools and conductingJ:targetec:J prorhotional activities can raise 

. . .· .. :. ,:· ·\' <'',\ ,:.: '.;% :i.,'] .·. : 

awareness abouf th.e OM pJog(ifUm offer~d by IJITM. This increased visibility can 
generate interest among potentia,! students[who }ilay not have been aware of the 
program previously. By highli'!~lil,tiJJ~ the uni~ue feafUre·s and benefits of the program, 
UiTM can attract .a larger poql of prospective students. effective promotion and 
collaboration efforts can enhance UiTM's reputation and bra1nding in the field of Office 
System Management. When schools and students perceive(UiTM as a reputable and 
l?ading institution in this area, it can increase the market de nd for the program. This, 

'j'n-tti'rn, can help reduce competition from other universiti .s as UiTM becomes a 

preferred choice for students interested in pursuing OM 1studies., 

CollabQration with schools fosters strong relationships.betwee~ii U!TM, and educational 
institutions. These p<:1rtnerships can lead to prefereptial tre~tment, referrals, and 
recommendations from schools, further strengthening ~ITM's trarkef position. When 
schools recognize the value of the OM program at UITM,, they may act encourage 
istudents to consider itas a top choice, reduqing competitfbntrorri qth~F u ·. 

Collaborating with g~hools can ~lso lead'wfb >strong~r]ties wi · industry partners. 
UITM .can work together with scho¢1s to develop interirship rtunities, industry; 
pr,Qjects, and partnerJhips that prqyid0 practic~I ~kpe(i~~pes for M students. These ,. 
connections can give UITM gradua~esi a com · ' ive edg.~Jn the job market, increa:~ing 
their employability and further redubng comp ion wmi~ther universities. Overall:;! by 
actively collabo .. ;ati.ng with schodls and implenienting effective pror,otion ~trategi~

1
s, 

UITM can expand its market share in Office System Managernent. By\:>creatidg 
awareness, building a strong reputation, and delivering a tailored pJogram, .· . M cah 
attract more students, reduce competition, and position itself as a leading in 
this field. 



A strong and good program syll,abus that includes current and relevant topics helps 
distinguish UITM's Office System NAanagement program from other programs. UITM can 
draw students who are especiallyjriterested in the distinctive features and emphasis of 

\'I 

the program by providihg a thofo4gh and focused curriculum. This distinction reduces 
direct rivalry with institutions thaf~:1might offer less specialized or more general office 
management programs. ensures that studehts who graduate from the Office System 
Managem~nt program ~t UITM perforHl it y11itb the skills and knowledge required to meet 
the need~(of the industry. UITM can gener,te ,gra

1

~uates who have the practical skills 
and competencies desired by co:rripanies by connecting the curriculum with current 
industry trends and r

1
equirements. !!It 

Byhaving a well-designed progra·m syllabu~ that f~cuse~ on differentiation, industry 
relevance,, practical application, faculty exp~r,tise; and contlnuous improvement, UITM's 
Office System Management program

1
can :ef(~ctiyely ~educe market competition with 

other uniyersities'and programs. It establisHeltJITM as a preferred choice for students 
seeking ~ cC>mprehensi~ei and jndustry-focus·;d '~ducation in office management. Good 
syllabi need to haveiliab eiem~

0
nt'10{ creates i'n initial point qf contact and relationship 

:: ll \:· I\ .. '::.· . f ··\ 
between the learner and the instructor. " 

. .:·:·· , 

A well-designed syUkt>us for :ciffid~ System Manageient (tM) can indeed prepare 
:t· :. . : . ·. i"::: <>\·:· ll A'i~. . tf 

•,students to have capabilities forJUr;ther studiel:> in Mas\~r, such as pursuing a Master's 
. , •• , 1, ·.,.· •' I, /'J 

degree in Business Management. A comprehensive sy!!labus i[l OM provides students 
with a solid foundation in variou'.s areas or' busine,1

~ qianc1gement This includes 
subjects like organizational behavf pr, finance/ operaua1ns'1rnariagement, and strategic 
planning. This broad knowledge b~\se equips studentS:,Jvitha s\rong unci~rstanding of 
fundamental business principles, which is valuable whe:h 1! pursuing aciva,nced studies in 
business management. 

A strong syllabus in Office System Management em~]hasize~: the dJVeJopment of 
analytical and critical thinking skills, wtlich qf~ v~ighly va'iJ'ed in bu§iness 1T1ahagement. 
Through case studies,;problem-solving exercises, and research projects, students learn 
to an~ly~e complexi1: business scenariosI) IT1

1

clke informed decisions, ,arid think 
strategic~lily. These s~ills are transferable to aBvanced studies, enabling students to 
excel :in tbeir master's:iprograms. 

In addition, Office Sy~te
1
m Managei:nent students cannot <;>nly purs1~e ,their study in 

. : ""\. <· ,::,·. . .\ . g : < Jt ··.. . ;:-
Master of Office System Managenjlent but also in other fields relate~ to ~1llsiness 
because of well syllabus. ;Sfu~'~nts are not just learning abdut: Qffice 

11

!:]§ystem 
Management but also about financ~lHuman Resources, Eqdriomi:Cs, a~d 

11

6then:irt,,elated 
to business. This will increase the 'qpnfidence of .the scho01 1'~av~rs to pulsue thi area 
of office system management becau::se they are'"1@onfident with the syl.la0Us 1provi9.~d py 

. i:; . •. .''c,. I cl •,:;,,,., .• .. I .>: . '<1 ·1 .• , / , •. , /'¼Mj ,{•1 

the u:piversity. They no longer thinkJtlat those wl'Jo study office system management wi.11 
only :{bycome a cler~. but have w1der job op'pldrtunities and . capabilities to fo'fther 
master''$ degrees. 



. m 
·, "' : 

Even if the Office SyJtem Man~gement program at UITM Bandaraya Melaka is 
facing a lack of staff for t~achirJ~ in the short-term, it can effectively 
manage the situation due to the presence of expert lecturers. Expert lecturers 
possess extensive ~ubject knowledge]and experience in the field of Office 
System Managemen,t. ·· Their expertis~;~ enables them to deliver high-quality 

, . . ·::<'.n 

lectures, facilitate discussions, and provide vaJuable insights to students. With 
their d~ep understanding of the subjecf matter, they can effectively 
cbmper,$ate for th~ lack of,:t staff and· ensure that students receive a 

ic0.r:rie,re~ensive e<:tuq,ation._:A,t\'expertJeptyrer ;is irnppr!aD_t for-_ tt,_e _su_cc~ss of 
J:¾,7-'i ·. . .. i=: } . . .. ·,,( : ··.;·,-· .>i ,,_. =, - --- ---

the institution and al$o for stud¢nts (Di,rn,bva, 2018). 
'?' ... , , .. ,.,., .• • ~l 

r. .. ::;tit :· ::t 
They are proficient, in designing curricul.a, delivering lectures, and engaging 
students in active learning. ,, Their expertise allows them to effectively 
communicate complex conceRtS, facilitate class di§cussions, and provide 
yaluable guidancetq studen,t§?ly/V\Jith their teachirl:g skills, they can successfully 
rnanag~ the wqrk11oJd and ensJre a posifive leadbirig eiperience for students. 
Through their:·~ubject knowled~e,IHeachirig skills;!~,mernt,ring abilities, research 
contributions, and ~pmmitment. to profes~ional d;~vtlo~~ent, ~xpert lecturers 

I ::. .· :!ill · · ..:": {· :· :. ,; . . }Y w_,,.~,g::; f ·< _ :-/ ; _ -:: i\ 

:pl.~~": a \iital role iri managing the laclct of staff f<>r tJ~a(?hing in the Office 
·· ,, . -;: ·''" :w :i . . .. v, ii. ')::' . : . ,- . ·::: -\ <t ·\:- :'.}l: ::: <: 

System Management program arUITM: BandargYJ? Melaka. They ensure that 
students. receive a comprehensive education, su~'.port thtir academic growth, 
and 

1
c9ntribut~· to''tH~ overall success ofth~• progrJi. . 

2 

lndee'd, the lack or lectun,tii..ln ttie otrice,SysteJ}iManallment program can 
provide opportunities for OIVl,.gfad~ates!Jo::: s.eek p'<>sitions. as lecturers. The 
shortage of lecturers ,c;reat~s job openihg:~· that OM graduates can apply for. 

/; . 

With the demand Jor·iqualified candiqpte.9 §Xceeding the available supply, 
''v >:' O,-$., '$,ft.: •=:.: :; 

institutions may be more open to considering candidates from related fields, 
such as OM graduates, to fill the teachingtpositions. This presents a valuable 

\it,; :. ,, 

opportunity for OM graduates to enter the fi:~ld of education. 

OM graduatesspossess a relev~nt background in office manag~rnen
1l~ which . 

• . ··•·· .•.•. '-•. ··. . •. ·. .. :.·• ... !<\: {{ t\ 
can be an a~vantage when .. applying for lectu.rer poSitiqns. T~,eir knq\,vledgel~ 

and underst~nding of qU!se .. 
1

'. ()~~rations" a·gminisfrntive :Q~cesse~t and,, 
busine~s management canb.e vald~ble in teachigg r~tatedsubjects within the 
Office System Managemer,f prdgrqm. TheirJpractica:t:•[experience in the field 
can.; aJ~6 bring real-world perspectives::C:tq.£the\classr6om~ They can fill the 

id '.i> . . t .. .: ,i:::-.:.,-, >'Ti 

vac~.nt positions wtiile the lecturers are qi, st~:dyJeave. 
=~=. · · · · ., .. ·. "/f}li 
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Figure 1: Presentation Slide otiJndustriatTraining Briefing and Year-End Report 
(For Lecturer) · 
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Figure 2: Presentation Slide of Early Industrial Training Briefing 
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TARIKH: 15 MAC 2023 {RABU) 
MASA:2P.M. 

PLATFORM: ONLINE (WEBEX) 

Figure 3: Poster for Lecturer Industrial 
Training Briefing 

Figure 4: Poster for Student Last 
Industrial Training Briefing 

Figure 5: Poster for Inbound Lecturer Exchange (Indonesia) 
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DEFINING 
BU$lN~$$. 
SYSTEM 
REQUIREMENT 

th 

JUNE,2023 
THURSOAY 05.;00PM 

· •PLATFORM: WEBEX 

·BA232 
OFFICE SYSTEMS AND 
MANAGEMENT I 
PART4 
ASM653 &ASM654 

I 

SPEAIER. 
Mr. AfitilQd za~i 

tam<.:mi At)(fvI Aziz 
•~~~o~ 
~.~~t~ 
~ ~(8pmll)lrt'$ 

Figure 6: Poster for Defining Business 
System Requirement 

TEORl DAN REAUTI fENOM!ENA 
INFlASI DI MALAYSIA DAN 

PER.SADA GLOBAL 
BAGAIMANAKAH MALA VS!A 

MEN.GU~IJSKANNVA? 

Figure 7: Poster for Webinar" Teori dan 
Realiti Fenomena lnflasi Malaysia dan 

Persada Global. Bagaimanakah Malaysia 
Menguruskannya? 

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

40 



CE:RTIFICATE 
OF R~:COGNITJON 

This certificate is awarded to 

<!:J,1;· C f (ii: G~YthA {l:Jiwa: r:;t;{/,r/4,lYltaJ,1,.7.p 
00044-'-0+-0302 

GUESTOFHONORAND.SPEAKER 
l(;tli!tliill/(itilll Coflfilipt·atJW! l>filfo{Jid J>1•trcfit:es: 
:the. Jnt.eJjrsted Marketing Communication Strateg.q 

Lt June 2023 

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