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ABSTRACT

The trainee has been undergo industrial training based on the period from 1st August 2017 to
31st December 2017 in Quality & Assurance Quality Department and Assurance Quality Unit at
Wisma Air Kelantan. The trainee has been placed at two departments which are Quality &
Assurance Quality Department and Assurance Quality Unit. During the industrial training, the
trainee is placed under industrial training supervisor, Pn. Norhafiza Norashid which is Pegawai
Assurance Quality. After having discussion, the trainee was assign by the organization
supervisor to do the improvement for Document Room which is Manual Filing for Document
Room of Assurance Quality as the special project. The project will be giving the assu. During
industrial training, the trainee has involved in many activities which are related with what the
trainee had been learnt in class. The trainee needs to do some other activities during industrial
training in which each activity requires its own skills. The trainee also gained a lot of knowledge
and skills that can be used in the future. The industrial training programs run smoothly but there
are also some drawbacks that need to be resolved. Thus, the trainee gives some suggestions to
solve the problem. The trainee also gives a personal opinion about the training industry.

Keywords: records management, standard of procedure, filling, ms iso, communication
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CHAPTER1

INTRODUCTION

1.1

History of establishment

Figure 1.1: Logo of Air Kelantan Sdn. Bhd

The Kelantan state government has decided to privatize water supply management
in Kelantan through the establishment of joint venture company Kelantan Darul Naim
(YAKIN) and Thames Water PLC, named Kelantan Water Sdn Bhd (KWSB). In the
initial stage of Thames Water PLC have 70% shares while YAKIN owns 30% shares in
KWSB. The share ownership agreement in KWSB is for 25 years and concludes that the
Thames Water PLC shares will decline by 30% while YAKIN will increase to 70%.

KWSB commenced its full operation on October 1, 1995 after taking over all
responsibilities from the Water Supply Department KWSB is also responsible for
handling existing water supply, water treatment and supply systems including bills and
collecting revenue as well as promoting the needs of Kelantan residents.

After several years of operation under KWSB, on 29 April 1999, the Kelantan State
Government has decided to buy the entire Thames Water PLC shares in KWSB of 70%

and 30% of YAKIN shares through the Kelantan Menteri Besar Corporation (PMBK).



The name KWSB was changed to Air Kelantan Sdn. Bhd. (AKSB) after PMBK has
100% fully paid shares in AKSB is a state owned private company or government link
company (GLC).

AKSB has operations offices in every colony in Kelantan, namely. For the Kota
Bharu district office it has been divided into 3 areas due to its large area of North, East,
and South Kota Bharu. During AKSB's acquisition of management from KWSB, the total
production of clean water supply for all water treatment plants in Kelantan was 184

million liters of water per day (JLH).



1.2  Company Profile

Date established 9 March 1994 (Formenly known as Kelantan Water (alaysia) Sdn. Bhd.)

Change of Name 11 May 1999 (Began to be known as Ar Kelantan $dn Bhd)

Owned by Perbadanan Menteri Besar Kelartan

Company Number  291969.M

Paid Capital Rh#0 Mllion

Authorized capital RM100 Milion

Registered address  Level 4,
Building PKINK, Jalan Tengku Maharani,
15000 Kota Bhany, Kelantan.

Operation Address  Wisma Air Kelantan,
Lot 188 Jalan Kuala Krai,
15050 Kota Bhanu, Kelamtan.

Phone number +609.743 7777

Fax Number +609-747 2030

Figure 1.2: Profile of AKSB




1.3 Board of Directors

KUMPULAN AHLI LEMBAGA PENGARAH AKSB

Figure 1.3: Board of Directors AKS



1.4

Organization Chart Department Info
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Figure 1.4: Organization Chart of AKSB




Vision

Become the world class of water operators.

Mission
Providing effective water services to current technology based customers with

committed and professional workforce in a conducive working environment

1.7

1.8

Principles

» Achieving excellent success
» Priority to customers

» Respect staff as an individual

» Protect the environment

Value

» Responsible

= Professional

» Customer friendly

= Honest and responsible
= Respect other people

» Highly eager to face the challenge



1.9

1.10

Goal

* Build with a dynamic, sensitive and responsive company to the needs of the
community.

» Provide adequate and quality water to consumers.

* Improve team spirit, collaborate and motivate staff to become a respected
organization.

» Together with social responsibility.

Responsibility

= Manage water supply operations in Kelantan state (including sources / causes,
treatment, supply and distribution).

» Supply of water that meets the specified quality.

* Project consultant and management.

» Water controls did not work (NRW).

* Plan and implement water supply infrastructure development.

» Restore and upgrade existing systems.

= Pick up water results (billing and revenue quotes).



CHAPTER 2

ORGANIZATION INFORMATION

In the Wisma Air Kelantan Sdn. Bhd, there 9 departments in management team which are
“Pejabat Pengurus Besar”, “Jabatan Pengeluaran & Sumber Air”, “Jabatan Teknikal &
Konsultansi”, “Jabatan Operasi & NRW”, “Jabatan Kewangan & Hasil”, “Jabatan Perniagaan &
Pengurusan Kredit”, “Jabatan Kualiti & Asurans Kualiti”, “Jabatan Korporat & Pentadbiran” and
“Jabatan Modal Insan”. The trainee has been placed to Jabatan Kualiti & Asurans Kualiti under
Unit Asurans Kualiti.

2.1 Jabatan Kualiti & Asurans Kualiti Profile

JABATAN KUALITI &
ASURANS KUALITI

KETUA JABATAN
MOHD ASHRI BIN AWANG

KUALITI & PROSES
—»| (WAN KHAIRUDDIN BIN
WAN OMAR)

ASURANS KUALIT1
(SARINA BT MOHAMAD
YUSOFF)

INOVASI
(Ir. YUSOFF BIN
YAACOB)

Jabatan Kualiti & Asurans Kualiti is headed by Head of Department, En Mohd Ashri Bin
Awang. JKAK consists of three units under it and is managed by the respective Unit Manager.
For Unit Kualiti & Proses is managed by Wan Khairuddin Bin Wan Omar is located at LRA Kg
Puteh. The Unit Asurans Kualiti is managed by Sarina Bt Mohamad Yusoff and Ir. Yusoff Bin

Yaacob is the manager of Unit Inovasi.



2.2 Organizational Chart of Jabatan Kualiti & Asurans Kualiti
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Figure 2.1: Organization Chart of JKAK
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Vision, Mission and Objectives

221 Vision

Become the catalyst for progressive quality cultural movement and

comprehensive knowledge of AKSB

2.2.2 Mission

Provide awareness to AKSB citizens that quality is the key to success by
ensuring continuous quality culture

Striving to improve the quality of service delivery by applying and
integrating the latest technology is also a priority member to customer
feedback as well as ongoing monitoring to ensure the highest

satisfaction

223  Objectives

Conduct continuous quality through AKSB quality management system
Making AKSB a superior water operator through achieving AKSB
quality objectives

Maintaining high quality thinking and attitude in terms of management,
action and discipline.

Creating employee and consumer awareness on latest developments on
Quality Management, Environment, Occupational Health and Safety

systems, Eco Labeling and Certification of Goods.

10



CHAPTER 3
INDUSTRIAL TRAINING ACTIVITIES

3.1 TRAINING ACTIVITIES

60— ——— - - — -
TRAINING ACTIVITIES
50 - — _ - - — - -
0 —
|
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|
120 +—— - — .
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' |
) ‘ _ | . e . . I
0 4— - > = i — A — W—
SOP AUDITING & ADMINISTRATIVE EVENT RECORD MEETING
COMPLIANCE TASK MANAGEMENT MANAGEMENT CONFERENCE
_ |

Figure 3.1: Scope of training activities done by the trainee

Che Nurzayumie Binti Che Azmi as an industrial training’s student (after this will
be refer as “the trainee™) at Wisma Air Kelantan Sdn. Bhd has been assigned to do
industrial training at Quality & Assurance Quality Department under Assurance Quality
Unit starting August 2017 until December 2017 and as a bachelor students from Faculty
of Information Management are compulsory to go for industrial training at organizations.
The training is a part of academic subject, IMC 690 that requires final year students to
undergo training at selected organization From the bar chart the scope of training
activities that done by the trainee during internship at the organization, there are five
scopes of works that assist by the trainee which are Sop Auditing & Compliance,

Administrative task, Event Management, Record Management and Meeting Conference.

11



3.1.1 SOP Auditing & Compliance
i) Updating SOP (Standard of Procedures)

The trainee has been given a task by Organization’s Supervisor,
Pn. Hafiza binti Norashid which is (Pegawai Asurans Kualiti) to checking the
Standard Operation Procedure (SOP) that they received by Loji Rawatan Air
Kg Puteh that involved with ISO 9001:2015. Pn Hafiza binti Norashid asked
Pn Nur Shuhada (Clerk of Asurans Kualiti) to give the trainee a copy of SOP
and teach the trainee how to understand the flow how to make and complete
the SOP. They teach the trainee how to update and understand the scope of
SOP. This task take almost 3monts to finished because the trainee should
follow up first with staff from LRA Kg Puteh to ask them send their SOP that
have been done by them. All the SOP that have been done by the trainee
should be check first with Unit Manager to approved. There are eight of SOP
that have been update by the trainee which are Pemeriksaan Alatan,
Pengurusan stok bahan kimia, Proses rawatan air, Kerosakan loji, Sistem

pam, Sistem dosing, Pemantauan Kualiti, Kebersihan dan keceriaan.

PROSEDUR OPERASI STANDARD (SOP)

PEMERIKSAAN ALATAN

AKSB/JOP/LRA/SOPO1
Dinsdiakan oteh: Dinamak cieb:
“Yiosr Adse 8. Ghe Mat Zin Tarmizi B Ahmad HWohnd Zulhaimi Bin Hussim@EHussin
PENYELIA LOJI KETUA OPERASILOJI KG.
RAWATAN AIR KG. PUTEH PENGURUS PENGELUARAN & UTILITI
PUTEH
Tarikh, - Tarikh : Tarikh : {
=L =

Figure 3.2: Example of SOP
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ii)

Checking Master List W1 (Work Instruction)

The trainee was assist to do the master list of WI (Work Instruction)

where the list that has sent a SOP will be marked in the master list. If there is

a SOP that has not been sent by the staff from LRA Kg Puteh, the trainee

should follow up with the staff to send the SOP to the quality assurance unit

as soon as possible. This is because in the MS ISO 9001: 2015 SPK procedure

which is Quality Management System, the auditor of SIRIM needs to come to

the organization to monitor the certificates that AKSB has. If there is a

procedure not followed by SIRIM set, the ISO certificate will be revoked. It is

one of the challenges for a trainer who needs to follow up with the staff of

LRA Kg Puteh in preparing a set SOP within a certain period of time.

# Format Painter
_llpboard F
B6S - Is

A = B | = [=]
1 | =
: | )
:" -
5 ARAHAMN KERJA MS$ IS0 9001:2008 LOSI RAWATAN AIR (LRA) XKELAR
s B PROSEDUR KERJA KOD PENGENALAN KAND:

N;‘ 1 | Manual Pengenatan Operasi Loji Rawatan Al AKSE f KELAR ¢ MAN ¢ PENGENAL AN LOM
2 2 | Jaduat Petugas Lra Kelar AKSBIKELAR { WI2 JADUAL b
9 3 | Cuti Petugas Lra Kelar AKSBIKELAR I WII CUT]
w | # |PeralatanLoj AKSBIKELARIWIPEMERIKSAAN ALATAN
" 5 |intake AKSBKELARIWIPEMERIKSAAN IINTAKE
12 | 6 |[PamAic Mentah AKSBIKEL ARIWHFEMERIKSAANIFAM AR
13 | 7 |Aerator AKSEVKELARIWIPEMERIKSA AR AERATOH
1w | 8 |Mixing Chamber AKSBIKELARIWIPEMERIKSAANIMIXING C
15 $ | TangkiFlokulasi AKSBIKELARIWIPEMERIKSAAN/T.FLOK
1 | 10 |TangkiEnapan [CLARIFIER) | AKSBIKELARNWIPEMERIKSAAN! CL .qmnq 2
W7 11 | Tangki Penapisan{FLTER) | AKSE IKELARY Wi PEMERIKSAAN ! FULTEF
18 12 | TangkiAir Jernih I AKSEIKELARIWRPEMERIKSAAN HoWT
18 | 3 |Pam Air Bersin ARSEIKELARIWIPEMERIKSAANIEAE
20 | W |AirBlower | AKSBIKEL ARPWIIPEMERIKSAANIA BLOWE
21 | 15 |Peratatan Eiekuik (PAPAN SUIS UTAMA] | aksBIKELARNWIPEMERIKS AANISUS UTA
22 | 16 |Sistem BahanKimia | AKSBIKELARMWIPEMERIKSAANISISTEM i
23 | 17 |Pengendalian Batang Klorin AKSE { KELAR ! Wl IPEMERIKSAAN iBALAMN
24 | 18 |Pengurusan Stok Bahan Kimia AKSE I KELAR? wi! STOK KIMIA 3
25 | ¥ | ian Bahan Kimia | Kivta,
26 | 29 |Proses Rawatan Air AKSB ! KELAR ¢ Wl ! PROSES a
27 | 2 | Kerosakan Lo | aKSB ¢ KELAR 1 Wit GANGGUAN 7 LOWI s
28 | 22 |Pam AKSB ¢ KELAR / Wil SISTEM PAM
o< b5l FULL WI_ Wi PROSEDUR KERJA borang ~ _— =l
= —————— —

Figure 3.3: Master List of WI LRA Kg Puteh
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3.1.2 Administrative task

i) Manage staff leaves application form

The trainee is assigned to manage the application that the employee

requests every day. The application form will be filled by the employee who
wishes to apply and the trainees will first obtain the stamp and the signature
of the head of the department for confirmation. Upon obtaining confirmation
from the Head of Department, the trainees will make a copy of each
application form submitted for the record keeping under the department. The
copy will be saved in the employee leave record file. Subsequently, the

original application form, sent by trainees to the human resource section on

level 2 for further action.

A I!ﬂ;?ﬂl e

BORANG PERMOHONAN CUTI
Darganti ¥ ALF BARIAN BT 1BRANR N Prkers - B45SE

hepaln PENGUR S BERAN

hintss

hen e
S shpstion, aa eamdckan
o ens
[} mevsiti
4 and J Lanrt-tunn Gl

L7 prusan keluarxa .

PESGLANTERPMASY -
as
MERIA T

Figure 3.4: Leaves application form




i)

Manage claim staff of JKAK

As long as the trainee practiced in the Quality & Quality Assurance
Department, the trainees took over the personal assistant duties of the Head of
Department where he had been granted a long-term sick leave certificate.
Regarding departmental management, the trainee is responsible for managing
it. For the claim of JKAK staff, the staff will complete their claim form and
send it to the trainer for further processing. The trainee will collect claims
sent by JKAK staff including from the Quality & Process Unit from the
Central Laboratory, and will be checked to be certified by the Head of
Department first. Upon obtaining confirmation from the Head of Department,
the trainee will make a copy to be kept in the staff claim record.
Subsequently, the claim form will be sent to the finance department for

further processing.

ATR KELANTAN SDN. BHD rvae.
ra DAN KERIA LEBIR MARA
e

Figure 3.5: Claims staff form
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ii) Manage purchase requisition

In manage of purchase requisition, quality units and processes at the
central lab, each day they will place orders from vendors to buy items in the
monitoring of water quality processes. So, for the requisition purchase receipt,
the staff from the quality & process unit will come to HQ to be handed over
to the finance division to pay to the vendor. The trainee's job here ensures that
the purchase requisition needs confirmation from the department head before
being sent to the finance department for further processing. The trainer will
make copies and records to ensure the receipt is secured to the financial

department for the next process.

Material Requisition

Figure 3.6: Example of purchase requisition

16



iii) Handle outgoing / signed book of Jabatan Kualiti & Asurans Kualiti

At Wisma Air Kelantan Sdn Bhd, each department should provide
staff record book entry. This is to ensure that if the staff has an inevitable
problem or emergency to go out of work, the book entry of the record is as
evidence for the human resource in ensuring the performance of the staff is
well maintained. The trainer is assigned to record and manage the logbook
book, if any staff arrives late, or exits during office hours. The record book
will be confirmed by the Head of Department every month to be handed over

to the human resource before making a salary adjustment for the staff.

13 S Rt 7
AMEIS M biin bty
". L W

mw.

Figure 3.7: Outgoing/signed book
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3.1.3 Event Management
i) Internal Audit

The scope of internal audits is to conduct audits at all divisions /
activities under the scope of the implementation of the Information Security
Management System (ISMS) for the operation of the Kelar Air Treatment
Plant, the Pasir Mas AKSB Colony Office and the Tumpat AKSB Colony
Office and include relevant departments / units of support. The trainee can
follow and see how the audit procedures are carried out and can also follow
the parties involved in visiting the site at Kg Puteh LRA in the process of raw
water intake activities, treatment processes (ventilation, deposition, filtration
and disinfection.) The purpose of the internal audit is to determine whether
the quality management system meets or does not meet the standard
requirements and also to measure the readiness to comply with the
requirements of ISO 9001: 2015, to evaluate the implementation of the
system and its effectiveness in achieving organizational objectives, for the
purpose of improving in error / to know the strengths and weaknesses of the

organization and to find space in quality improvement.

Figure 3.8: During the internal audit session
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ii) MKSP (Mesyuarat Kajian Semula Pengurusan)

The Quality Management System (SPK) is reviewed periodically
through a Management Review Meeting (MKSP). MKSP members consist of
Head of Management Representative Department, Deputy Management
Representative, Document Controller & Head of Internal Audit Team Discuss
input & output. Superior management should review the SPK periodically to
ensure the suitability, adequacy, effectiveness and accuracy of the
organization's strategic direction. The management review output should
include the results and actions, namely the opportunities for improvement and
the Need for change in the Quality Management System (SPK). Management
review should be planned and considered by the action status of the previous
revision, changes to the relevant external and internal issues and information
on the performance and effectiveness of SPK. The assignment of trainees
before the MKSP is to prepare the document for each Head of Department of
13 files by the department involved and to provide the equipment before the
meeting. Receive directives from the Quality Assurance Unit Manager during

the MKSP if there is a required file or document.

Figure 3.9: During MKSP session
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iii) Opening Surveillance Audit

The opening of the Audit Audit for MS ISO 9001: 2015 Quality
Management System (SPK) was held on 11 September 2017 by the Auditor
from SIRIM QAS INTERNATIONAL SDN BHD, Miss Ng Wai Yee at LRA
Kg Puteh. The purpose of this monitoring audit is to ensure that organizations
that have been awarded the MS ISO certificates maintain the certification
criteria and the implementation of the designated elements. The monitoring
process is a key requirement for an organization to improve its performance
to be more competitive. Hence, an organization needs to identify trends
during quality achievement and ensure that it is aligned with operations and
processes in developing strategic plans to improve the quality of the
organization's image so that it can be directly enhanced. The trainee is
assigned to provide the necessary documents to be audited from Wisma to

LRA Kg Puteh and also to attend and be given the opportunity to be a

observer with the Quality Assurance Unit within the Audit session.

'

Figure 3.10: During surveillance audit session
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iv) Closing Surveillance Audit

The MS ISO 9001: 2015 Quality Monitoring System (SPK) Closure
Audit Program was conducted on 12 September 2017 by the Auditor of
SIRIM QAS INTERNATIONAL SDN BHD, Miss Ng Wai Yee at Level 6,
AKSB Wisma Seminar Room. For the Audit Cover Closure is to present the
findings of audit sessions that have been conducted during the opening of
audit audits, the auditor also prioritizes corrective and preventive actions that
must be implemented properly to achieve planned results and continuous

improvement in the ISO 9001: 2015SPK certification at AKSB

Figure 3.11: During closing surveillance audit
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v) Visiting from LAP (Lembaga Air Perak)

Air Kelantan Sdn Bhd is the first water operator in Malaysia to
receive the latest certification in Quality Management System in MS ISO
9001: 2015SPK. The Quality Assurance Unit often gets applications from
other companies to share how AKSB obtains the certification. When the
trainee undergoes a practical exercise, the Quality Assurance Unit gets an
application from the Perak Water Board to come to Wisma Air Kelantan in
partnership with them to obtain the MS ISO 9001: 2015 certificate. The
Quality Assurance Unit agrees to accept the visit. Preparations for celebrating
their arrival are managed by the ISO committee involved. Trainers are also
given the task of making tentative programs in ensuring that the tour runs
smoothly as determined. During the course of the visit, the trainee was
instructed to handle the programming of the event where the trainer became
the guest and photographer during the event. This affects some of the trainees
in handling the program to run smoothly. In the afternoon session, the trainee
also followed the ISO committee to Loji Rawatan Air Pasir Mas Kelantan for
sharing about in a water-related partnership in the Plant. The trainers will be
able to gain knowledge in MS-related partnerships. During the day the

program was held and the program went smoothly as scheduled.
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Figure 3.12: Tentative program for the event
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Figure 3.13: The trainee as usher during program
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vi) Malam Anugerah AKSB 2017

The trainee was appointed by the corporate side to be part of the
committee in the management of the AKSB Award Ceremony. Trainee and
selected part of staff to be the parent of a receptionist at the Council.
Throughout the management, the activities carried out by the trainees were
attended by the reception for the reception as the ceremony was the official
ceremony to be attended by the menteri besar, chairman and shareholder in
AKSB. So, all the preparations need to be done well so that the event goes
smoothly. The task of the trainee in the management of the council is to
complete the minutes of the meeting in discussing the preparation as a
receptionist to be handed over to the management. For the Quality Assurance
Unit, trainees are given a task to create an ISO-related slideshow that is
slideshow for ISO committee in the certificate award. The slideshow needs
confirmation from the Unit Management first to ensure that the standard used

is correct.
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Figure 3.15: Minutes of meeting
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3.1.4 Record Management

i) Organize the file based on the code file

During the practical period under the Quality Assurance Unit, the
trainees also helped and made record management activities where trainees
used some of what had been learned at UiTM and practiced for organization
in record management. One of the activities that done by the trainee is
organize the file based on the code file. The trainee standardize all the records
that daily use by the staff with new tagging and codes of file to easy retrieved
by the staff. All the old labels that used by the unit, the trainee changed it and
standardized it to the new labels. The record files that have been organized by
the trainee is often used for management of Assurance Quality Unit. The

figure below, show before and after the trainee organized the file.

Figure 3.16: Before and after organize the file
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ii) Create the new records/files

The trainee also do helps the Quality Department in managing the
records file because there are no personal assistant of Head of Department to
do management of department for new year organizing. Before end of the
practical, the trainee was created the new records file for Quality Department
to use in 2018 schedule organizing. There are a few of records files to be
created which are Rekod Cuti 2018, Memo dalaman, and float file for Quality
Department. All the newly opened files, the trainer has created a code that is
easy for staff to refrieve for the record files and the trainee used the

standardized format in tagging the files.

N

3
8
g

\\'\

Figure 3.17: New records file to 2018
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3.1.5 Meeting Conference

i) Join meeting of JKAK in every month’

ii) Religious lectures with staff AKSB

28



3.2 SPECIAL PROJECT (MANUAL FILING FOR DOCUMENT ROOM OF
ASSURANCE QUALITY UNIT)
3.2.1 INTRODUCTION

Records management (RM) is the supervision and administration
of digital or paper records, regardless of format. Records management
activities include the creation, receipt, maintenance, use and disposal of
records. In this context, a record is content that documents a
business transaction. Documentation may exist in contracts, memos, paper
files, electronic files, reports, emails, videos, instant message logs
or database records. Paper records may be stored in physical boxes on
premises or at a storage facility. Digital records may be stored on storage
media in house or in the cloud. The goal of records management is to help
an organization keep the necessary documentation accessible for both
business operations and compliance audits. Records information
management is a corporate area of endeavor involving the administration
of all business records throughout their life cycle. In this context, a record

is documentation of a business event.
Among other possibilities, that documentation may exist in
contracts, memos, paper and electronic files, marketing materials, reports,
emails and instant message logs, website content, database records and

information on removable storage devices.
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The records lifecycle consists of discrete activities from the initial creation
of a record until it is eventually archived or destroyed. According to
the ISO 15489: 2001 standard, records management activities include the
creation, receipt, maintenance, use and disposition of records, including
the processes for capturing and maintaining evidence of and information
about business activities and transactions in the form of records. Effective
management of records through the lifecycle is essential for many
corporate areas of concern including enterprise information management.
Efficient and sizable controls over the creation, acceptance, maintenance,
use and disposal of records. These controls include safeguarding evidence
and information in the form of records of an organization's activities and
transactions.

After discussing with the supervisor of the organization, Pn
Norhafiza Norashid recommended the trainer to make a manual filing of
unit quality assurance document unit. Since they have just moved into a
new building, they have not had time to complete the management for the
document room. From this project, it will have a very positive impact on
Unit Quality Assurance staff in searching and managing document rooms.
Previously, in their old buildings they did not have their own document
rooms for storing documents. So, they do not know how to manage the
record room properly. As long as the trainers are there, many trainers
provide guidance on records management and record handling. In the
special project conducted by this trainer is to use manual filing in the
document room management of the Quality Assurance Unit. The trainee

has been able to complete this assignment within the stipulated time.
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3.2.2 PROBLEM STATEMENT

¢ Quality assurance units have moved into new buildings and did not have time to

manage their document rooms

e Records and files from old buildings are still in the box and are not properly

organized and caused difficult to search

3.2.3 OBJECTIVES OF THE PROJECT
e Increase efficiency of record keeping
e Protection of important legal, quality and vital records

e Efficient retrieval and disposal of state records
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324

SCOPE OF MANUAL FILING

i) Classified and sorted

A good filing system is developed through a basic file plan. Planning is important
because it establishes direction and control, ensures that everyone involved has a
common understanding of purpose and goals, provides guidelines, and identifies the
elements of a project. Before the trainee start to classified and sorted the records file
in document room, the supervisor was briefing me first about the types of records
that has in the document rooms. So there are two of specific records files that have
to kept which are all the records about SOP of AKSB and the records of MS ISO.
The trainee supervisor also asked to create the new place in the documents room
about Archive fail because there are also files that old but still to use as guidelines
in future. So here, after understand the scope of what are required by the unit, the
trainee make the list of records files that have in the documents room and planning
how to classified and sorted it for easy the staff retrieve the record fail and record
management. The trainee classified the records file into six sections which are
cabinet one is for MS ISO 9001:2015SPK with green color and MS ISO/IEC
17025:2005SMPAK is yellow color. The cabinet two is for record files for MS
ISO/IEC 27001:ISMS with purple color and PELBAGAI which new files that to
kept. For cabinet three is kept the records file of Standard of Procedures (SOP) of
each department in AKSB and SOP FORMAT LAMA. And the last cabinet is for
ARKIB which are files that consider as archive but still used for guidance in

management.
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Figure 3.18: Cabinet one
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Figure 3.19: Cabinet two
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Figure 3.20: Cabinet three
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ii) Directory
The object of proper files management is to be able to find the record you need
quickly and economically, regardless of its format. Files Management
planning manual provides guidance for establishing and maintaining the records of
your office by the most efficient and economical means available. A directory of
records files is important that should have in room file to faster filing and retrieval
of information, fewer misfiles and higher staff efficiency and productivity. So the
trainee also created the directory that contain Bil, Nama fail, Nama Prosedur, Kod
Pengenalan and Spesifikasi dokumen. These directory will be put in front of cabinet
door to establishing and maintaining control over the files. There are four types of
directory that created by the trainee which are for MS ISO 9001:2015SPK, MS

ISO/IEC 27001:20131SMS, Standard of Procedures and Arkib.

Figure 3.21: Directory for MS ISO 9001:2015SPK
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Figure 3.22: Directory for MS ISO/IEC 27001:2013ISMS

UL

Figure 3.23: Directory for Standard of Procedure (SOP)
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Figure 3.23: Directory for Arkib
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iii) Labelling

BILIK

DOKUNMEN

e |

Labeling for document room
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Figure 3.35: Before and after labeling for the keys
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iv) Ethics in enter document room

Figure 3.36: Ethics for enter document room
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v) Record Keeping

Figure 3.37: Before and after classified the record files
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Figure 3.38: Before and after managing archive record files
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CHAPTER 4
CONCLUSION

4.1 Application of knowledge, skills and experience

INFORMATION SYSTEM INTERACTION & Event management
CONSULTATION (IMS 556) ii) Join meeting
iii) Usher for program

MANAGEMENT OF RECORDS CENTER (IMD 256) i)  Manual filing for document room
ii) Labeling task
iii) Record keeping

INTRODUCTION TO INFORMATION MANAGEMENT i)  Updating SOP
(IMD 102) i) Exposeto MSISO
iii)  Auditing session

INSTRUCTIONAL MEDIA APPLICATION (IMD 206) i)  Slideshow for committee ISO
ii)  Photography for Event

INFORMATION TO INFORMATION SKILLS (IMD 101) i)  Tentative program
iiy Filing task

Figure 4.1: Application of knowledge, skills and experience

All the knowledge and experience can be most beneficial to the trainee when they
working in the new environment and actual new working place. So when they were
working in future, it will be easier for them to approach and to complete the task given by
superior or top management. The industrial program is very important to every course and
program because it can gives very good input and output to the student to enhance their
critical thinking to be easier. Somehow, industrial training program also is very beneficial

to student by providing the great knowledge, skills, and experience when communicate
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with other people. Besides, one of the biggest experiences was Opening and Closing
Surveillance audit. The trainee can apply the entire lesson that they learnt in class by
joining the competition. Then, as for the skills, the trainee is also using their expertise in
using the Adobe Photoshop to complete the task. By giving responsibilities to the trainees
to be the leader, they can enhance and improve their communication skills and leadership
skills that they learnt during industrial training that can be apply whenever they need while
start working in the future soon. There are a lot of knowledge, skills and experience the
trainees got during internship programs or industrial training that they cannot adapt in class
lesson. Itis because =~ the environment in the class and industrial training totally
different. In five month of the industrial training, the trainees can obtain many knowledge
from their superior and staff to accomplish their task. The trainee given an opportunity to
experience any situation in the industrial training such do office task, handle an event, and

design a poster and more. Besides, the trainee can gained all the knowledge’s and

experiences that they learnt during industrial training.

Lastly, after five month of the industrial training, the trainee can improve their
soft skills, improve self-awareness, improve communication barrier for themselves in many
aspect by doing many task and activities in the organization. The trainee can practices all
the information and lesson that learn in class to complete the task and problem in

office environment.
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4.2 Personal thoughts and opinion

The trainee feels that the organization provides a lot of opportunities and
supportive environment. The supervisor, the staff and even the top management are
friendly and easy to deal with any events and program that we handle. The trainee
thoroughly enjoyed the internship this summer and now has very valuable experience. The
experience during industrial training can make the trainee more confidence and matured to
be better in doing job or task in the future. This programmed of internship also gives the
trainee advantages in order to help them improve their soft  skill and communication skill
and also to make them understand what is work environment that they will face the
real working. In general, the internship program can help the trainee to be more understand
what they learnt during classes and about their field of study and performs well in the real
work situation. Besides, industrial training gives trainee a new knowledge and new thoughts
and opinion towards working in an organization. During the internship, the trainee able to
communicate well with different level using their communication skills those they learn at
faculty. Basically, in the class the trainee only focused on the theories and reading. But
with practical training, they can apply their skills that they learn in the class that can
improve their ability in knowledge management and communication skills. Besides that, in
Quality & Assurance Quality always gives the trainee task to make sure they train
themselvesto work and gives them advantaged to perform in future in other

organization.
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4.3 Lesson learnt

First of all, it is common sense to show up for a job on time, the trainee always
been taught to do so. However, saying it and actually having to do it are totally different.
Despite the temptation to sleep in, the trainee woke up every morning and made it in plenty
of time. Secondly, though there was time to talk over the lunch break and during other part
of the day, the trainee realized that a job does not always have a social atmosphere and it is
very different from campus life. Even though the trainee surrounded with kind of people
that spend all the time to tip out spirit over a problem that the trainee have or holler with
joy over something exciting. It is easy to be told things like that, but much better to

experience it firsthand.

Industrial training is a medium for trainee being exposed to real nature of work. It
is good for a student who has none of working experience to learn about working
environment. There has varieties of lesson learnt by the trainee during industrial training.
During industrial training, the trainee be more punctual compare when trainee is at the
faculty. This is because the trainee feels more responsibility towards the ~ working.  In
addition, the trainee brings the image of university and the family, thus the trainee
should show positive attitude during training. The trainee always  tried to arrive at the
office at least 30 minits earlier so that, the trainee have time to go to breakfast and prepare
mind and physical before starting working. Punctuality makes the trainee be more
confident and dependable. Showing up on time teaches that a person can depend on

themselves. The more positive attitude, the more self- confidence will grow.

Other than that, the trainee has learnt about time management between tasks given
and training report. In a day, trainee needs to complete the task given and make notes

regarding the tasks. At the evening or free time, the trainee wrote the report on training
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log book. The trainee needs to divide time strategically in order to avoid the trainee
become stressful with overloaded task. List making is one of strategy for trainee to
manage time properly. It means that the trainee focus on urgent and important tasks

rather than those that are less important.

Another skill that the trainee gains during industrial training is
professionalism. Government institutions are common with professionalism attire and
attitude. The trainee has learnt a lot about professionalism especially in attire. At the
faculty, the trainee is always wear casual and only wear formal attire during
presentation or special occasion. Nevertheless, during training the trainee needs to looks
professionalism everyday by wearing proper clothes to go to the office. Besides that, the
trainee always put in mind to get professionalism skill ones should treat others nicely and

respect the others. At the same time, it will create harmonize environment in workplace.

The trainee has also gained self-esteem skill during training at JKAK. For
instance, creating special project for the office has build up trainee’s self esteem. In other
words, the staff must feel a sense of personal control over their work and their activities
within the work environment. Then, they can suggest for improvements or giving opinion
regarding their work. It is also relate to self-confident. Once we have the confident in

conducting something, we are able to gain self-esteem that will make the life easier.

Last but not least, trainee gained teamwork skill through special project
done during this training, For instance, group task require trainee to have teamwork
skill in order to divide the tasks given. The trainee also conducts the job with
responsibility and able to complete the job at targeted time. Thus, teamwork and
responsibility are connected value gained by the trainee during five months of industrial

trainin
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4.4 Limitations and Recommendations

The limitation in JKAK is in using outdating software. This is because when the
trainee use the computer in JKAK, trainee found that the software were out dated
andneed to install back if want to use it. Even the staffs are not expert on IT, they still

also need to monitor the software and always update the latest software even they are
lacking of IT skills. In addition, the staffs also need to go on courses in learning about the
IT tools, software and hardware. Other than that, the staff in AKSB also still lacking in
using the technology that need practiced to enhance their skills and knowledge’s. The
department need hire the expertise that has more experiences and skills to handle the
information technology activities in the BPJIA. Besides, during internship, the trainee had
been hard the  time to communicate with the staff in consultation about special projects
development. The trainee also can’t get enough information to complete their task

regarding of the lack of IT staff.

Besides, limitation is lack of space for records management. The file room has
many of documents that need to dispose follow the date. The record or documents in file
room at Assurance Quality unit are not organized well and not follow the record keeping
procedures which are current record, semi current records and non-current records. The
documents in JKAK mostly not rearrange in the file follow the order such the file
administration, file SOP, and more. The space particularly is not enough because of the file

that is not composed and has an expiry date that is 7 years from the date deposit.
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3. Programme

4. Semester 1 7 s

5. Home Address

6. Tel No (HP)
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3. Supervisor 2 AN WALIZA Qr ASBRATHIO .

4. Position P REGCAWAL ATURAAY RUAL1y )

5. Tel : HP : -
6. Email
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