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CHAPTER 1

INTRODUCTION OF THE ORGANIZATION

1.1 INTRODUCTION

In this chapter, the introduction of the organization will be presented. It also will 

discuss the background of the company, the objectives and company policy, mission, vision 

of the organization. This chapter also will describe the organization structure and the core 

business of the organization. Lastly is about the industrial training objectives and scope and 

the summary of the chapter.

1.2 BACKGROUND OF THE COMPANY

Sarawak Energy Berhad (SEB) started its operation in 1921, the government under 

Rajah Charles Vyner Brooke agreed to install the first power station in Kuching by using 

generator from the disused gold mine in Bau. A.O Thomas was appointed to head the 

Electrical Department within the Public Works Department in August, 1922. In 1930, 

electricity was introduced to Sarikei and Dalat and extended to nearby villages by August 

1932. The Sarawak Electricity Supply Corporation (SESCO) was formed as a joint venture 

by the Sarawak Government and United Engineers Limited (EUL) in 1932.

In 1941, SESCO establish and implement new concession rates of 20 cents per unit 

for domestic lighting. It last for three months before Japanese troops invaded Sarawak. 

During Japanese occupation (1941-1945), the generator that had been sets in Kuching was 

transferred to Sandakan in Sabah. At the end of World War 2, only 7 SESCO power 

installation still functioned. At that time, Kuching experienced power shortages and 

breakdowns due to limit of electric generating capacity. Due to this issue, electrical supply 

then was restored to Mukah, Bintulu, Betong, Miri, Sarikei and Sibu.

Additional stations keep on increase in many places such as Sri Aman 

(Simanggang), Betong, Bintulu and Kanowit in 1950. In 1962, the Sarawak Electricity Co.Ltd. 

was dissolved and all installations were transferred under SESCO divisional head office in 

Tnjung Priok. SESCO improve and develop its industry by join a venture agreement with the 

Colonial Development Corporation. By joint this venture, they can develop its new 

headquarters which tenanted by the old power station in Kuching namely Electra House. 

Sarawak Enterprise Corporation Berhad (SECB) established in 2005 and SESCO changed 

its name to Syarikat SESCO since it was privatized on 1st July. Two years later, they officially 

renamed as Sarawak Energy Berhad (SEB).

Sarawak Energy Berhad (SEB) is an energy development company which provide 

renewable and reliable power utility to the customer in Sarawak. SEB plays significant roles 

in providing reliable, safe and competitive-priced electricity power to Sarawakians in urban 



and rural areas. This company consists of 33 department which are finance department, 

human resource, hydro, information and communication technology, internal audit and 

others. Sarawak Energy having the largest employer which comes from professional 

Sarawak talent. With the goal to achieve as developed status company in 2030, they 

captivate bold action to support agenda of sustainable and continuous development of 

Sarawak Energy Berhad (SEB). Therefore, they take a path to optimize and nurture their 

values from the dissemination of traditional utility to digital utility and corporate power house.

Figure 1.1 Sarawak Energy Berhad headquarters in Kuching 

(Source: https://www. theborneopost. com)

https://www


1.3 OBJECTIVES

Sarawak Energy Berhad (SEB) objectives are to emphasize health and safety 

excellence and highlighted the efficiency of operational excellence. Besides that, SEB aims 

to enhances project delivery excellence as well as to develop talent management 

excellence. Lastly, SEB exist with the objective to encourage and maintains staff high 

performance culture.

1.4 COMPANY/ORGANIZATION POLICY

The organization policy is responsible to meet the highest standards of transparency, 

accountability and integrity in all undertakings.

1.5 COMPANY MISSION

Sarawak Energy Berhad mission is “Pursue opportunities for growth by fully 

developing the Sarawak Government’s SCORE agenda”.

1.6 COMPANY VISION

The Sarawak Energy Berhad vision is “To achieve sustainable growth and prosperity 

for Sarawak by meeting the region’s need for reliable, renewable energy”.
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Figure 1.2 Organization Chart of Sarawak Energy Berhad

(Sources: From official website https://www.sarawakenergy.com/about-us/our-organisation)
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1.8 CORE BUSINESS OF THE ORGANIZATION

The core business of the organization focused on generation, transmission, 

distribution and retail of electricity. The sources of power are generated through maximizing 

Sarawak’s abundant natural resources such as coal, hydro and gas. Sarawak Energy 

Berhad supply electricity to their customers throughout Sarawak and beyond through an 

extensive network.

1.9 INDUSTRIAL TRAINING OBJETIVES AND SCOPE

1.9.1 The Objectives for industrial Training

There are 10 scopes of tasks that faculty suggested for trainees to do during their 

practical training period at their own chosen company. Service, administration, financial, 

personnel, meetings, counter services, data processing, outdoor task, marketing and public 

relation are the tasks that Faculty of Administrative Science and Policy Studies demanded of 

their students to do at their respective company.

Each of the tasks given would benefits each student in the future, especially when 

they are started working after graduating. Mastering every task is compulsory so that it will 

be easier for the students to get a right job and expose to environment of the workplace after 

they graduate. Most of the employer nowadays demanded experienced fresh graduates. So, 

this practical training is one of the initiatives by the faculty to help prepare and guide their 

students for future jobs.

The purpose of a practical training is to expose students to real working of 

environment experience and at the same time, to gain the knowledge through hands on 

observation and job execution. From the practical training, the students will also develop 

skills in term of communication, management as well as to instill good qualities and self

confident from what they have learned in college. Moreover, this practical training program 

allows students to relate theoretical knowledge with its application in the particular industry.

The objectives of practical training are to provide students the opportunity to assess 

their interest in a career before permanent commitments are made to develop skills and 

techniques directly applicable to their careers. Internships is an organized method and 

activity that can develop to increase a student's sense of responsibility and boost their 

performance towards a career. Thus, it can help students to acquire and build a strong 

foundation preparing for future career.

Besides that, industrial training also provides an opportunity to employer to assess 

future employees. Hands on task and observation demonstrated the ability and effort of the 

students to learn, take responsibility, make decision and apply the skills that demanded by 

the organization. Industrial training also gives students to observe and evaluate on how the 



employer and professional carried out their works as well as enabling informed about future 

path and discipline which need to follow in the workplace.

In addition, industrial training is a systematic introduction to the ways of industry 

which can help individual understand formal and informal relationship in the workplace so as 

to promote teamwork and fit with human relations. It is also can developing talent and 

attitudes, so that one can understand how Human Resource Development works. Moreover, 

students can gain hands-on experience that is related to the students majoring so that the 

student can relate to and widen the skills that have been learnt while being in university.

1.9.2 INDUSTRIAL TRAINING SCOPE

During industrial training, student’s job scope is mostly to observe and learn from 

their supervisor. Trainee need to prepare themselves to learn and put effort to learn and 

observe their working environment. Trainee was always being asked to observe them doing 

their works and do some work with carefully. During my internship, they will explain to me 

the processes and the reason they need to do so. Trainee also encouraged to be humble to 

ask any questions from seniors. It is necessary for trainee to learn as much as possible 

during industrial training such as knowledge of related jobs, practical skill, communication 

skill, good behavior, responsibility and others.

Besides, Industrial trainee will be exposed to the applications and technical practices. 

Trainee will also understand the process flow of project implementations, from the beginning 

stage of planning and designing, to developing and testing. Thus, trainee will be practice to 

exposure work related to respective field.

To equip the trainee with relevant knowledge and skill on this, the trainee will firstly 

learn the concept of plan reading. Trainee also needs to know and learn about relevant skills 

and technologies, and trainee also need support daily operation (Study Moose, 2016). For 

instance, in finance department of Sarawak Energy Berhad, the trainee has been taught to 

learn and master Systems Applications and Products in Data Processing (SAP). Various 

tasks assigned to the trainee are required to be completed in an effective and timely manner. 

Trainee not only will know about how the company runs in the process, but also forge a good 

working attitude in the meantime (Study Moose, 2016).



CHAPTER 2

TECHNICAL KNOWLEDGE/CONTENT/RELATED THEORY

2.1 INTRODUCTION

In this chapter, the introduction of the organization will be presented. Next, it will 

explain about the term of teamwork with activity, related theory and the term of decision 

making. Lastly, it will describe the term of society or organization with activity and theory. 

Table below shows the work that I have done during my practical period in finance 

department.

WEEK TASK

1 i. Briefing from HR department.

ii. Learn on how to scan all the invoices using enterprise scan 

either single sided or multiple pages.

iii. Go to despatch centre to deliver the cheque.

iv. Checking travel upload invoices in detail such as company code 

and document number.

v. Scan invoices and do Business Capture Center (BCC) to check 

information likes vendor no, purchase order (PO) no, gross 

amount and company code.

vi. Scan non purchase order (NPO) using photocopy machine and 

store in FB03 system.

2 i. Paper punch and organized invoices based on document 

number in file.

ii. Checking for non PO documents likes document number, 

travelling fares (local training - 825410) and travelling fares 

(local - 825010) based on its purpose stated in flight ticket. 

Attach all document no for Air Asia in FB03 system.

iii. Scan non PO invoices and store in pendrive, drag and drop 

under FB03. Fill in company code (SEB - 8000), vendor no, 

invoice no, PO number and gross amount.

iv. Scan non PO and do BCC. Store document based on company 

code, year and document no.

v. Profiling for all invoices based on company code (SPC - 1300).

vi. Despatch Hand Delivery Service Monitoring Systems and 

cheque to despatch centre.



3 i. Despatch Hand Delivery Service Monitoring Systems and 

cheque (Balingian, SPC, SESCO, Mukah) to despatch centre.

ii. Scan purchase order invoices (POI) and do BCC, fill in company 

code, PO number and gross amount. Learn on how to find 

vendor no based on PO number using ME23N system.

iii. Scan non PO and store to FB03, fill in company code, year and 

document no.

iv. Profiling for all invoices based on company code (SPC - 1300).

4 i. Despatch Hand Delivery Service Monitoring Systems and 

cheque (Balingian, SPC, SESCO, Mukah) to despatch centre.

ii. Scan purchase order invoices (POI) and do BCC, fill in company 

code, PO number and gross amount.

vii. Scan non PO and store to FB03, fill in company code, year and 

document no. Another method is scan non PO invoices and 

store in pendrive, drag and drop under FB03. Fill in company 

code (SEB - 8000), vendor no, invoice no, PO number and 

gross amount.

iii. Profiling for all invoices based on company code (SPC - 1300).

iv. Check VIM workplace to fixed error after BCC, such as missing 

PO no and vendor mismatch.

v. Fill in telegraphic transfer document such as address, amount to 

pay and recipient name.

5 i. Check VIM workplace to fixed error after BCC, such as missing 

PO no and vendor mismatch.

ii. Scan purchase order invoices (POI) and do BCC, fill in company 

code, PO number and gross amount.

iii. Check VIM workplace to fixed error after BCC, such as missing 

PO no and vendor mismatch.

iv. Scan non PO and send to email using photocopy machine. Scan 

non PO request form and store to FB03. Fill in document no, 

year and company code.

v. Scan non PO by fill in requester’ email and payment center (01). 

Do BCC and does not include PO number.

vi. Despatch Hand Delivery Service Monitoring Systems and 

cheque (Balingian, SPC, SESCO, Mukah) to despatch centre.



vii. Fill in telegraphic transfer document such as address, amount to 

pay and recipient name.

viii. Checking for non PO documents likes document number, 

travelling fares (local training - 825410) and travelling fares 

(local - 825010) based on its purpose stated in flight ticket. 

Attach all document no for Air Asia in FB03 system.

6 i. Check VIM workplace for Murum by assign image to fixed error 

after BCC, such as missing PO no and vendor mismatch.

ii. Despatch Hand Delivery Service Monitoring Systems and 

cheque (Balingian, SPC, SESCO, Mukah) to despatch centre.

iii. Scan non PO and store to FB03, fill in company code, year and 

document no. Another method is scan non PO invoices and 

store in pendrive, drag and drop under FB03. Fill in company 

code (SEB - 8000), vendor no, invoice no, PO number and 

gross amount.

iv. Scan purchase order invoices (POI) and do BCC, fill in company 

code, PO number and gross amount.

v. Scan non PO by fill in requester’ email and payment center (01). 

Do BCC and does not include PO number.

7 i. Scan non PO and store to FB03, fill in company code (Batang Ai 

- 2400), year and document no.

ii. Scan purchase order invoices (POI) and do BCC, fill in company 

code, PO number and gross amount.

iii. Checking for non PO documents likes document number, 

travelling fares (local training - 825410) and travelling fares 

(local - 825010) based on its purpose stated in flight ticket. 

Attach all document no for Air Asia in FB03 system.

iv. Scan non PO by fill in requester’ email and payment center (01). 

Do BCC and does not include PO number.

v. Despatch Hand Delivery Service Monitoring Systems and 

cheque (Balingian, SPC, SESCO, Mukah) to despatch centre.

vi. Attach invoice to posted to LIV document, check and fill in 

document no (5400...) and year.

8 i. Scan purchase order invoices (POI) and do BCC, fill in company 

code, PO number and gross amount.

ii. Scan non PO such as flight ticket and store to FB03, fill in



company code, year and document no. Another method is scan 

non PO invoices and store in pendrive, drag and drop under 

FB03. Fill in company code (SEB - 8000), vendor no, invoice 

no, PO number and gross amount.

iii. Attach invoice to posted to LIV document, check and fill in 

document no (5400...) and year.

iv. Checking for non PO documents likes document number, 

travelling fares (local training - 825410) and travelling fares 

(local - 825010) based on its purpose stated in flight ticket. 

Attach all document no for Air Asia in FB03 system.

v. Check VIM workplace to fixed error after BCC, such as missing 

PO no and vendor mismatch.

vi. Despatch Hand Delivery Service Monitoring Systems and 

cheque (Balingian, SPC, SESCO, Mukah) to despatch centre.

9 i. Scan purchase order invoices (POI) and do BCC, fill in company 

code, PO number and gross amount.

ii. Scan non PO such as flight ticket and store to FB03, fill in 

company code, year and document no. Another method is scan 

non PO invoices and store in pendrive, drag and drop under 

FB03. Fill in company code (SEB - 8000), vendor no, invoice 

no, PO number and gross amount.

iii. Despatch Hand Delivery Service Monitoring Systems and 

cheque (Balingian, SPC, SESCO, Mukah) to despatch centre.

iv. Checking for non PO documents likes document number, 

travelling fares (local training - 825410) and travelling fares 

(local - 825010) based on its purpose stated in flight ticket. 

Attach all document no for Air Asia in FB03 system.

v. Attach invoice to posted to LIV document, check and fill in 

document no (5400...) and year.

10 i. Scan purchase order invoices (POI) and do BCC, fill in company 

code, PO number and gross amount.

ii. Scan non PO and store to FB03, fill in company code (Batang Ai 

- 2400), year and document no.

iii. Fill in telegraphic transfer document such as address, amount to 

pay and recipient name.

iv. Despatch Hand Delivery Service Monitoring Systems and



cheque (Balingian, SPC, SESCO, Mukah) to despatch centre.

11 i. Scan purchase order invoices (POI) and do BCC, fill in company 

code, PO number and gross amount.

ii. Despatch Hand Delivery Service Monitoring Systems and 

cheque (Balingian, SPC, SESCO, Mukah) to despatch centre.

iii. Scan non PO such as flight ticket and store to FB03, fill in 

company code, year and document no. Another method is scan 

non PO invoices and store in pendrive, drag and drop under 

FB03. Fill in company code (SEB - 8000), vendor no, invoice 

no, PO number and gross amount.

iv. Attach invoice to posted to LIV document, check and fill in 

document no (5400...) and year.

v. Check VIM workplace to fixed error after BCC, such as missing 

PO no and vendor mismatch.

12 i. Scan non PO by fill in requester’ email and payment center (01). 

Do BCC and does not include PO number.

ii. Despatch Hand Delivery Service Monitoring Systems and 

cheque (Balingian, SPC, SESCO, Mukah) to despatch centre.

iii. Scan non PO such as flight ticket and store to FB03, fill in 

company code, year and document no. Another method is scan 

non PO invoices and store in pendrive, drag and drop under 

FB03. Fill in company code (SEB - 8000), vendor no, invoice 

no, PO number and gross amount.

iv. Checking for non PO documents likes document number, 

travelling fares (local training - 825410) and travelling fares 

(local - 825010) based on its purpose stated in flight ticket. 

Attach all document no for Air Asia in FB03 system.

V.

2.2 TEAMWORK

Teamwork is an essential part of workplace success. It is an element that 

organization strive for especially in achieving their goals. As the workload increases, people 

might rely each other which can be portrays as an effective teamwork. Teamwork involves 

building relationships and working with other people using a number of important skills and 

habits such as working cooperatively, contributing to groups with ideas, suggestions, and 

effort, communication (both giving and receiving), sense of responsibility, healthy respect for 



different opinions, customs, and individual preferences, ability to participate in group 

decision-making (McGraw, 2000).

Besides, teamwork also provides great learning opportunities. Working in a team 

enables us to teach each other strength and weaknesses. You are able to avoid future 

errors, gain insight from differing perspectives, and leam new concepts and skills from more 

experienced colleagues. In addition, good teamwork structures offer brainstorm which in turn 

to boost success to problem solving and arrive to effective and efficient of solutions. This 

active engagement generates the future articulation; encouragement and innovative capacity 

to problem solve and generate ideas more effectively and efficiently (Wehbe, 2017).

Good teamwork fosters an atmosphere of loyalty and friendship. Strong relationship 

motivates employees to align together, cooperate and support each other. Individual 

possess different skills, perspectives, strength and weaknesses. When the teamwork cannot 

be practice in workplace, thus some challenges are unable to confront, so the overall 

objectives and goal cannot be fulfilled. This can create an environment where the employees 

focusing to compete each other as to promote their achievement to other colleagues. Hence, 

teamwork is vital as whole team should work each other towards goals. Getting together with 

others also can allow individuals to better understand the importance of teamwork and how 

the organization operate as well as promote the culture of teamwork success.

Teamwork can increase productivity and efficiency in the workplace. This is due to 

workload that have been shared, this can reduce pressure or stress to an individual to 

complete their task in time frame. Thus, this can build motivation as well as increase job 

satisfaction in positive working environment. Work as a group can promote efficiency, the 

task can be complete faster rather than work alone. It is because many minds intertwined 

towards same goals.

During my practical training, I have learned on how to use the photocopy machine 

and the scanner machine. With the help of the staff in the organization, I am able to use the 

scanner and photocopy machine during my practical training. I often help the staffs to 

photocopy all the documents that they need and scan the invoices in order to do Business 

Centre Capture (BCC). BCC is compulsory in order to recheck related information before 

make payment to vendors. Other than that, I also assist the staffs to despatch cheque that 

will be collect by the vendor. By helping each other, it makes me learn more about the 

teamwork in the organization. Workplace relationships are not only limited to friendship but 

also family relationship.

I also relate the term of teamwork with the activity that I had done during my practical 

at Sarawak Energy Berhad (SEB). During my internship at SEB, we are divided into two 

division under SEB and SESCO. The tasks given for intern under SEB and SESCO almost 

the same, thus we are cooperating each other to complete the task for specific time frame.



For instance, after scan invoices, we asked to finish Business Center Capture (BCC). BCC 

includes invoices that have been scan for any staff either SEB or SESCO. Hence, we assist 

each other to complete and finish BCC on the day the task given.

Figure 2.1 Materials for Business Center Capture (BCC)

Figure 2.2 Complete Business Center Capture (BCC)

When there are lot of works given by more than one staffs, every one of us work in a 

team. From scanning, checking and lastly profiling the invoices according to company code 

such as Sejingkat Power Corporations (1300) and Murum Hydro Power Generation (2200). 

From this day, I have learned good attitude from the staffs and trainee of Sarawak Energy 

Berhad. They alert with each other. In addition, I also was assigned to photocopy the 



documents that they need, scan and store attachments into the system called Systems 

Applications and Products in Data Processing (SAP). I can observe that teamwork has been 

practice because all the staff and trainee was helping each other. When you work in a team 

you get into different situations in your work culture which makes you to observe how the 

work is done. Teamwork simply makes you more open and experience to different things 

and implies that you get new ideas and learn new things from other members of the team.

Related with service quality theory, from what I have been observed these activities 

can be related with service quality. In order to achieve standard or gaols of the organization, 

the members or team itself has to consider every matter that related with service quality. 

Service quality is a multi-item scale developed to assess customer perceptions of service 

quality in service and retail businesses (Parasuraman et. al., 1988). It is including tangibles 

physical facilities, staff appearance and equipment. Service quality represents service quality 

as the discrepancy between a customer's expectations for a service offering and the 

customer's perceptions of the service received, requiring respondents to answer questions 

about both their expectations and their perceptions (Parasuraman et. al., 1988). The use of 

perceived as opposed to actual service received makes the service quality measure an 

attitude measure that is related to, but not the same as, satisfaction (Parasuraman et. al., 

1988). Parasuraman et. al. (1991) presented some revisions to the original service quality 

measure to remedy problems with high means and standard deviations found on some 

questions and to obtain a direct measure of the importance of each construct to the 

customer.

2.3 DECISION MAKING

Decision-making is a fundamental part of current management. Basically, the major 

activity of management is sound decision making or rational decision making. In real life of 

business, every manager takes many decisions as an integral component in the role of 

manager. Decisions play important roles as they determine both organizational and 

managerial activities (Juneja, 2015). A decision can be defined as a course of action in 

making choices from many alternatives in order to achieve organizational or managerial 

goals. Decision making is a process in identifying, gathering information and accessing 

alternative resolution. It is continuous and imperative element of managing or undertaking 

any organization or business activities. Decisions are made to encourage and assist 

operation of an organization. Decisions should be made at every level of management to 

arrive at a solution. Further, the decisions make up one of core functional values that every 

organization adopts and implements to ensure optimum growth and drivability in terms of 

services and or products offered (Juneja, 2015).



Management requires decision making process before finalized certain decision and 

action. Decision making is a process of selecting the best course of action from among many 

alternatives. When the managers make decision, they decide what to do with conscious and 

measured logic ensuring organization to move in the direction of its goals. It is useful for the 

successful operation of organizational activities. All the managerial functions such as 

planning, organizing, directing and controlling are determined by the decision. Rational 

decision results in motivation for the employees. When the rational decisions are 

implemented, the organization makes high profits.

There is several importance of decision making in the organization. First is, it ensures 

the success of overall institution. It is said that good and timely decisions may yield success 

for the institution, whereas wrong and out of track decisions may push the whole institution 

to peril. Hence, decision making is essential for the whole institution, since it provides 

momentum to it, sustains the existence of the organization and provides a higher outcome at 

low cost. Decision making is needed to come out with unity of action. In control, it will have 

to determine how the quality or standard to be laid down, how the variation from the 

standard are to be adjusted and also how those principles to be acknowledge into 

instructions. The successful of managerial performance rely on the ability to make good 

decisions.

During my practical training at Sarawak Energy Berhad (SEB), I was assigned to join 

an event, the Legal and Enterprise Risk Day. The first event I joined with the staff under 

finance department of SEB is Legal Enterprise Risk Day which was held on 24th February 

2020. Mu supervisor gives me opportunity to join the event after lunch hour. The event gives 

me lot of information and knowledge on the important of emphasizing the importance of 

integrity as an ethical basis for decision making in the way they conduct their business. 

During the event, I observed how they exchange their ides to handle the issue that will be 

manage regarding integrity and other core values. They also emphasize on the important of 

courage, respect, unity and accountability.

Besides that, I also assigned to scan invoices which it needs to be attach with 

different colour of separator based on certain function. My supervisor thought me either 

using a lot of separator for each invoice or only one separator (need to reorganize in the 

Systems Applications and Products in Data Processing, SAP). It might be convenient as I 

am able to choose from both alternatives which make easily to understand. Apart from that, 

from what I have been observed, the staff pass the task to new intern as they expect trainee 

have been learn from another intern. Thus, certain tasks might be invalid and error which will 

be stored in the workplace. Hence, they will need to recheck and rescan and cause delay to 

pay to vendors.



Figure 2.3 Legal and Enterprise Risk Day

Figure 2.4 Scan invoices using separator

Based on office management theory, office is a term used by many to refer to the 

place where information is processed and when referring to the people working in that 

location. While, for management, is the art or skills used by those who blend together the six 

M’s which are manpower, materials, money, methods, machines and morale. Office 

management view the management process primarily as the science of managing knowing 

what principles are and how they should work. The efficient office reflects a perceptive 

manager one who by training, experience and intuition has sensed the need for 

improvement and has taken steps to bring out change. These activities also related with 



service quality theory. In order to achieve something, every staff in the organization need to 

reflect themselves in order to know the efficient of their service.

2.4 SOCIETY/ORGANIZATION

Society means individual is the basic component of society. The interaction of 

individuals with each other gives birth to group. The social groups interact with each other 

and develop relationships with each other, leads to a society. Consciousness of kind is 

developed and also the people with shared interests are joined together rustling within 

the formation of assorted groups and categories. Human life might be uniform and when 

there is no difference in cultural conditions, probably limited in which little change is 

predictable. While for the organization, it was defined as a social unit of people that is 

systematically arranged and managed to meet a need or to pursue collective goals (UK 

essays, 2016). The relationships between responsibilities and roles, the different task or 

activities and an authority assigned to carry out different tasks are determined by the 

management structure of an organization. Organization is the act of institute or establishing 

something together with a system of arrangement of rules and order and structure for 

classifying things.

From what I see Sarawak Energy Berhad deal with external public, they make a 

community relations program which can help the organization achieve visibility as a good 

community citizen and gain the good will of the community in which it operates. As for 

example of events that Sarawak Energy Berhad launch under corporate social responsibility 

(CSR). During the event, we are going to Bau and going to isolated village, distributed some 

foods and do gotong-royong. In addition, during the event, they also mentioned about the 

need to help the community for example utilities and most likely to have ongoing programs 

that might include supporting rural renewal, social and educational programs, community 

organizations. Support might be in term of financial. I also joined the event by helping them 

distributes the foods that been provided for participant.



Figure 2.5 Chinese New Year Event

During my practical training, Sarawak Energy Berhad also celebrating Chinese New 

Year with all the staffs in the finance department which comprises different races, religion 

and cultures. This celebration creates harmonious environment in which everyone gets close 

to each other rather than focus silently in doing the tasks. These events create the time to 

focus to strengthen employee engagement. Having positive interactions in the workplace 

can broaden our thinking to work together effectively and efficiency.

Organisational theory is the study of the behaviour and nature of organisations and 

their environments (Miner 2005). It also refers to the set of intertwined conception, 

definitions that illustrate the behavior of individuals or groups or subgroups, who interacts 

with each other to accomplish certain activities towards the achievement of goal. Every 

organization has it goals or objectives. In order to achieve the objectives, the organization 

need to prepare and manage from ground staff. In other words, every staff are participated in 

ensuring the organization achieve the goals.



CHAPTER 3

RECOMMENDATIONS AND CONCLUSION

3.1 INTRODUCTION

This chapter will describe how to solve the problem during my practical. It is also will 

describe the problem that encountered during my practical and solution for the improvement. 

Lastly is conclusion from ail the discussion of the chapters.

3.2 PROBLEM DURING INDUSTRIAL TRAINING

First problem that I faced during my practical at Sarawak Energy Berhad that in 

sequence as in Chapter 2, refers to filing system is outdated and materials is not sufficient. 

Once we scan the invoices, we had difficulties to complete the tasks on time because of the 

insufficient materials. It takes time which we need to find materials likes file, staple remover 

and separator paper. Every organization need to alert with the needs of the staff in the office 

even if it is a small matter because it can affect the operations of the organization.

Second problem is poor communication skills. Communication is one of internship 

challenges which make some tasks difficult to be discuss and understand. For example, the 

staff only gives a new task by only giving notes on it. Therefore, I need to learn from another 

intern in order to complete that tasks. It can cause confusion and extremely tense 

environment as I am less motivated and not productive at all. When the things are going 

wrong and find out by the senior executive, they will finger-pointing when mistakes are made 

to the trainee in charged.

Third problem that I faced during my internship is cultural barriers in the workplace. 

For example, during first week to struggle socialize with the staffs, trying to observe the 

organizational behavior is challenging in terms of language and flexibility towards job. There 

is a staff which only can speaks mandarin, this can cause misinterpretations which can affect 

the operation of the organization in order to accomplishes organization goals.

3.3 RECOMMENDATION

First recommendation is the organization should check and alert on their materials 

whether it is enough or not. Office equipment as for example is one of the important 

materials in order for the staff to complete their tasks. If there is insufficient of materials in 

the office, the service quality of the organization can be affected. The officer who is in charge 

of the store should do a check list in order to ensure the equipment is sufficient. Service 

quality can be affected by the progress of the organization.

Second recommendation is the officer need to lead for interpersonal skill, meet face 

to face to reduce distractions. Miscommunications typically occurs wnen too mucn in using 



email and phone to communicate each other. Meet in person so that communication skill in 

the workplace can be improved to achieve the objectives of the organization.

Last but not least, as I mentioned before, the organization needs to produce creative 

outcome and knowledge sharing which may come from different cultural experiences and 

backgrounds. This can stimulate and result in innovation to create and assist organization to 

have a positive work environment. Thus, it is beneficial for both individuals and organization 

as well as an important part of the successful of the organization.

3.4 CONCLUSION

In conclusion, it is important to experience and understand real life situations in 

industrial organizations and accelerating the learning process of how student’s knowledge 

could be used in a realistic way. In addition to that, industrial training can also one of 

alternative for student to understand the formal and informal relationships in an industrial 

organization so as to promote favorable human relations and teamwork. It also instills 

teamwork and good relationships with other employees. Practical training also teaches me to 

be better in delivering ideas and information as a part of knowledge sharing. It is also 

teaching me to increase my confident level in communicate and get along with the people in 

the organization. From this practical training, I gained more extra knowledge on true life 

situation regarding workplace environment and with the knowledge that I gain which can be 

adapted in my daily life. Besides, it also gives me the best experiences to learn professional 

behavior to grow in career in the future.
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Ocr,ve*U £e»vice MonTtonoq System 7+0 dc^atth
centre ■

Scan purchase. order invoice CPOO and da ECC Check
and^lt tn company endo, vendor number reference
document Hade r PO number and grots amount-Scan
non po and by -fni tri teqjuester oman sw4do
k'C ■ Check and dill tn compary cede, vendor

nUmbcr,r^grem, dnciiripnt datPr ft; ond gross ....
amount• Sxan invoice and Unto+0 PROS-
tend "Hand Deiwy Service Vt'onderino System^
-Io despatch, centre - Ccnn attachment Thn fW) f/ui/ 4?,* te

4o ■ OfcCt and dt\l tri company code. 7 / w/v/
domment number and • vVicck ^rnnnPO
mvmcfi tin w-Mun rivnmvrtion woh as
document number .travelling -faros Ctocar hwntna"^
8o5zpn and ,^rp£ pyncm EKOIO
CputpOs^ fjbr -fichet -

LOG BOOK



Date Exact Nature Of Work Done Supervisors 
Remarks

o4-/oo/s.ox scan Invoice-non PO request -form and attach te
vBq3 'Check and 'n mmppny codf (dncanterrt
number and ^^ar • Check twofcP, in workplace To
•Toted some enor aMer BCC^cnnsianCft.mssingPO
numVCr er condor micm arch .Send "Hand Dtsbve*M
S^vrce. monHdring To desp^h cen-hp-
icon purchncei Ordcy mvotCP. 4 fPOO undet PO
wd de Be^-Checicand^ w vendor number,
company fade , dncnnwut date yvejerenep, Pfinumtee
and qrna ottnotmt’ fOMpanu nadt O0OO<for ttb ■

oe/oo/xx Senn nurrtmeo. hrdtr imisce cron nnd do ECCv V
Ch^ck and mmpAnj fade,vendor number,
re^oncp^ouamerrt dMe, PO number andgrOif
amntintSAnd "Hand Delivery octwO? (henrtdnnp
fiupom'’ •fcdptpMch Centra. Scan non PO and
^rp-k. FBoS CW00-) and UV(^400- Y

CHack and <$\l tn (TEO3 ) rompfflng code ^r
n^oro. Saoolfrumffl) J ^O($pc) anddrr

Li\J .ebook and th & dDfuMtwvl numbtfc
Odd yir______

£cnn^i>chacp ruder invoice fPnO and de BCC■
Check and -fTU <n Company cede.vendor number,
reTerpnce dnrnmpnt date, FC iWber and gro^S
nmOtiH • Send fond tk&&tfwvq &rWce
mCirn-tnCin^ TyMem ' To despatch Centre- Sean r*
non PO wd +r> WCT Ond I tv- C^eck and fpt <n
YROal Compnny cade , gear and document number

kW iWfimrsnt numboi and year ■ Kr
town) comprint) wAe Ohunim €2505), PFLS

t:>oo), SPC Ct^do>, Power ondS^
—............. * CV1

PRACTKA! TRAINING



Date Exact Nature Of Work Done
1

Supervisors 
Remarks

'Send tend twcny Service monoanna System "
.io.^.cen-tre- ^cnn purelvw order tnvbic&
and do BCc- Shenk Cmd rhi^pnny Cndp .
..vendor number, r^erencp, document daw find
gross amount- Ccon and upWOl non PO and Si ore -to
. tm Check and ^Un company code , dommoru
dCifPfinnd gpM - Company CodC/^ftranCtantfi

. and mirum CdOOCQ-

tn/na /2020 Scan invoice under puroha.ce order mvhiep. CPOD
and do Ba. Check and doll tn company code, ■ -

vendor number, reference. documCM date and qross
omoani- <scon and upload non PO and cw te F0O3
Ctob and fit m Company code, dom>n{ da re and
year . Despatch Hand DaiWy service moni+onba
fiMS+Qhi'' do despatch Oentie-

H^a^OJ© £oan and upload invoice +0 purchase order
invoice and do BCC* Check, and til in

company rode , vendor number, r^fbrenep document
dote and awS amount • tend "Hand Delivery ^< 4 £. ; x -x

V ' A .........J.....
Service Monttodng Svst^m0 4o despatch CeWP ■
Scan and upload non Po <h . check and

M Ah-^
yc»ir .

12/02/0020 Scan and upload invoice -to purchase order
invoice POX and do BCC • CMck. and W th
..company codp fve>ndor number ft^twop Aocunm
date and nines amount • fend tond Delivery &wice
Wonftoilnrt &Rtem 4n dwbatteh centra.

0 J 1

?SAOTA1TR»HC
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PRACTICAL TRAINING 

LOG BOOK

Date Exact Nature Of Work Done Supervisors 
Remarks

is/oa/oooo tcnnand nptood non putchosc
tn toauetler weft and da Bec.Cheat

and frit th vendor number company code , rc^ronot
date and Qwc amount • Send choaue -io despatch
oent-u? 'for tnsiance S^'tinakot fbwr Corporation
&PC). ken Checkfor 061

rm Cor 1am tnf-armcdi on SuCh aS document

num bo r.-tave/K ng Cheat frafmnc^ 8^f6
®r fraud ings . Air^ C^ail) frosruO-purpose

for ,-f/nhf frdkQf *

Scan Wartime pt ond upload fr CBOSfCb-)

and AW C^oo-fr • (patk and frit tndocum&rt * 1? * l w /

number,Company Cade and paar ■ Soon purchase Ml HOMOJv-"

order rnvoice rPW ^d do BCC- Check and
frit in vendor number,C0fnpo^ code rreference/
dale, firms Omoun-I qnd purahose Order Cfro}

number- Shreddniq ed docemeoZr ,

. . .

t7/tJ2^202fl Lcanpurthflse ordertOVoce tPSDand do BCC- I 'W I 1 1

and-0 tn compar^ code, wndor rumbtr.
rr^fenmcp ,doaJtmenf number ( $ro& amound and

purchcm wder CPo) numbc''Son and upaad
aPta.0hmeM fr> fBOSCH^Kicmd Pty fC#Z)O---\

Chealc and tn C^ana ooebf document

namter and year Pd tn Hl^rt/phrX: banr-fcr__
frd ea I amount- p^cp . pueprant asdriX f MX M
pnme dnJ purposef fra^m ^nt ■ wx

1/1



LOG BOOK
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Date Exact Nature Of Work Done Supervisors 
Remarks

Send '4a nd (Silver u Service rwnWncj fijsteno''
to despo-th eerrirC Scan purchase, nt ctor unvoice
CPOO Qnd do &cc • Cheek and-KU in vender
number, reference company cod? ,qrxrts amount
dncymehl date one) ^uiehqsp Order (PC>) bunte •
rcAn and upload Woice <h> tB03foiffaehmtn+-).
Ch?.ck and .piton company fndt, d<’Cum8n+ humbn
(tod qpar

toid cheque and "iWnd Delivery JteaM^g
Service rh&f\itorinc| Syetom" +» despetd) centre •

—
Lhcctoond^ th _______
4ouiment nutter - Cean purchase Oder motce

—
IM I) and 46 &cc * finest and ^Ii th o/v\|w^

(Bde, vwinr number; r?^firanrt>.,c/ocwm0n/1 dnt?,
tjwrs? (Wiunt and parrhoKeOrctor CM number-

30 413^9090 Host's rkh^trMioh -
□ l/oi/axu o Sand cKecme. C£ ®un$bco- power Car per atra n)

1e> despatch c.en+r«. Scan and upload
no pvn-hosa order CNon Ps) bq tn

ester eracst^ and do Cheats and
<6M ib vendor numfoev , a>mpuny code Ctaoo’ W /'H'
groce amount , olocvmeiM- dote_ anol re^r^a■- Wk' 1
2:Cem cvm aj'U rne.nt n.nd v p(.<rad 'to ,
QhesLlt and fd| company Code , otoajr^eivt-

bvim t&r and • Ccaa fu.rdva.Ce
cn-dev ttvtrenoe Cpcl)and ch £>CC ' Creole.

exnd PU tn Company cede,verdor number.

docotmeril ^a-H>. re/ry^eep. ^ro a qmoun /
Orcia/' cpo:)''lvjfnte.r ■



PRACTICAL TSAWIKG

Date Exact Nature Of Work Done Supervisors 
Remarks

M/oa/^50 icon ptirrhn«> order invoice (POO and do BCC
Check and fill th Company rode vendor number,
r^retjcp. dartiment date .^ross amount rind
purchase order (po} number, fiend cheque and

H and DenverU Service Niont-fonng System ' 4o
despatch ctrdrp-

Jt5/02/SCDO Scan n+fachmont and Ctnre+n £603 Check and
fl’ tn company 00dp f {nr tnNnnoe f)FB C2D0O).
document number ( W xxx 1 and year . 5can

)U»Ch«e Order intTatCP CPOll and do ECC-Check_ 
sn^-ftrh company code.Vendor humh<y r^ownep

—
dnrumprw date gtn/x nnd purchase
Order CPo) nttrnhor ■ Check tvo/kpioca to fixed
romp on nr ,for Wance wider mismcHch nr

mHt>nq huirharo Ordar CPO} number.

Scan win PO and miTOtee and upload to
—

non pthchaf? order CPol tnvnloec and do RCf •
thick and -pl tn vmdor number rrorhynny nMf ■

referonop dacfimonl date and drocs amount ■
Scan attach meed and tipfood fn m and UV . _ 

Check and -Kir th oBmpany cade, dncc/mcnl number
—

and gent ■ SAnd Hand LbttveruOswiee 

Monnotlng ^Stim ’ 4i desp^h centre •
—

Check wctkpldce tef ypd Cettath error ,fbr

wan® tender micmatch ;pumhaecorder ffb R
number ar balance not = ero, 9en<d cheque op'd
Hand Delivery/ Cervlce Monitoring Cgctem 

to despatch Centre- bpoad nor Po'tnvoihe. and

rpgtiP^ kffiredo fed?- Check

and fill in vcnrint number (fOmpnny ark je.foimv.
locutrom date /^nd a toss amount •

LOG BOOK
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PRACTICAL TRACING

Date Exact Nature Of Work Done Supervisors 
Remarks

lean attachment and Store ft and
Uv CRfOO--) > Check and •Nhn company code.

docuhi^tR- numbet and gem -Eccm end upload
parchnce Order thwtee CFOS') and do BCr •
Oeck and All tn ^dor namber frompany twin.

rofetenep. dorttmenl dale. r pumhaas nrrk’rfPo')
number and grass amotint • ^nd "Hand livery
Sbrvfce monrfonna System ' -to despatch Oerffre ■

ao/ha/ooXi Scan Qnd upload non purchase Older tPO invoice
^11 in requester emon and do ecz.

Check and -fill tn company node .Vendor number,
docHmer4 date pnev^/gro-fs amount ■
flend MH^nd Dernem E'emtae Ifeontfonnq
Sq&tem ,r 4e despqfch £ceth ohkehwat

and Upload te t ncroo--■) . Cheat and

<Hl tn mnapany code .rloc^mph^ number
1 1 f’" \ ’

and t)£dr - vbr*nS4dnoe. /company cade

(‘^£>0 <for Paaej/- CorparcHi'tTti .

>■ can and upload non pU'ChQSe otdctCPon wwe
rcqjasMer emarn and do- BfC> Cheefcand

■flV ft vendor nambe^mmpany code., dcfameM

date r teffewec. and $nrts cimounf • Scan and
upload Cbrchaje O^ertn\rc(C'e C/Ot) and do PCC-

ChQik a^d ^?| lb Cfim/wnv Cfd^,\jp/\dor

docurven-t otaw, r^jerc^ amoun+eind
|| LU[ jO

iCitrhatl C>tcle.f C/O') arid CrDfoae) ^§2^7
Wochmon-l anol Pdre <h and

company rodt.. docfjrwt' numherand War.

.
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PRACTICAL TEAIKiMG

Date Exact Nature Of Work Done Supervisors 
Remarks

a4/03/10M icon yurrhnsp Order invoice. CpoD and do ROC-
Check and y’ll in company rode vendor number.

document dole, tiyetph re, grots amotird and

purchase otder fPn^ number Scan and upload
Wachment , Store-to bB03 . Check and in

company codp,dGcnmfnf ntimtei and year ■
€end Wand bettueru Service monRanm SrR+em *'

do despatch cen+ie.

Scan attachment and Store, to 1802 ■ Check QndfH!
in company 00dP,VPndar number and year
Choc kina ** reooneatremton bP.+'Ute_n

#<tV' v r
_ II I k:’

Scan purchooe Order invoice CPOll and

^0 BCC • Check and Gil tn vendor number .
Company rode .reperen^ document numhpt ,
gross amnmnl .date and purrhnxp ordet CPO)
number ■

OG/c.s/2020 Scon ctffachimPM and Storti+o Cheduand

tn campany (•ndfytie.ndnr number and
year ■‘scan Mt and do £cc Check ^nd^h
tn compny Ged P > vavudet- ne, I'efojwe 7
Outwent no. Po number nnd (WuW ■

•
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