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CHAPTER 1

INTRODUCTION OF ORGANIZATION

1.0 Background of the Company

Padawan Municipal Council which is formerly known as Kuching Rural District
was formed at the end of 1956 under the provisions of the Local Authority Ordinance
1948. The present location of Padawan Municipal Council (MPP) office is located at

Kota Padawan, 10" Mile, Jalan Penrissen, Kuching.

Padawan Municipal Council, it consist of ten departments which are the
Chairman Office, Secretary Office, Management Services Division, Community
Development, Tourism, Corporate and Public Relation Division, Finance Division,
Health and Municipal Services Division, Valuation and Rating Division, Engineering
Division, Planning and Development Division and Legal and Enforcement Division.
Besides that, there are several sections under each division. Such as, the secretary
office has one section under it which is the Legal Unit. The Management Services
Division consist of three sections under it, which is Human Resource Section,

General Admin Section and Transformation and Innovation Section.

For the Finance Division it also consists three sections under it, which are
Accounting, Expenditure Monitoring and Control Section, Financial Management
Section and Revenue Collection Section. As for Health Municipal Services Division
there are six sections under it, which are Market and Hawker Section, Food Quality
Control and Health Licensing Section, Building Sanitation Section, Solid Waste

Section, Liquid Waste Section and Maintenance Section.



Next is Valuation and Rating Division, it consists of three sections under it, which is
Valuation Section, Rating Section and ICT Section. Under the Engineering Division it
consists of one section which is Civil/Project Engineering Section. Lastly is for
Planning and Development Division. It consists of two section which is, Landscape

Section and Building Section.

The history of Padawan Municipal Council is on the 1957 to 1961, Chairman of the
council was the District Officer. On 1962 to 31 October 1981, the Chairman was
elected (Government Election Period). Then on the 1* November 1981 onwards, the
Chairman was appointed. In 1% August 1996, 40 years later, KRDC was elevated to
a municipality. Padawan Municipal Council by YAB Ketua Menteri Sarawak. The
Chief Executive Officer and warrant holder of the council is the Municipal Secretary.
Besides that, the Local Administration area of 984,338 sq. km, which covers mainly
the out skirt areas of Kuching City. In the sub-urban areas, housing developments
are springing up rapidly. Houses of modern architecture can be easily seen as we
drive around. Further up in the rural areas, traditional houses of the various ethnic
groups are still standing. The population is 330,000 according to the estimated figure
which comprises of the Bidayuh, Chinese, Iban and Malay. The main source revenue

is from the assessment rates.

The name padawan came about in some 900 years or so, a respected village elder
name Kinyau of the area known as SIBANYAI discovered white beads in the area.
These beads are known as BIRAWAN to the Bidayuh. These beads have mystical
power to heal any sickness and to bring peace, prosperity, good health, and
tranquillity to the inhabitants of the area. The village elder had an eldest son named

PADJA.



In memory of his son and the mystical beads, he renamed the area as PADAWAN.
The acronym for PADJA, his son and BIRAWAN, the mystical beads. Since then the

area has been called PADAWAN.

Padawan Municipal Council Crest has six symbols. It has a yellow star sitting on the
top of the shield with two black cats leaning on to both sides of the shield. Inside the
shield is a blue mountain with a clear blue sky with a road leading to the mountain.
Written above is the council motto “CEKAP, BERSIH, MAKMUR". There is a thin red

band going round the shield and the name of the new name of the council is written

inside the Green Band at the bottom of the shield.

© BERSIH Ma,,
N My,
c® R

The meaning of the symbols and colours in the Council’s crest are as follows:

SYMBOLS MEANING

Yellow Star Signifies light, hope, and brilliant future

Black Cat Signifies good management and
housekeeping

Blue Sky & Mountain Signifies tranquillity and in harmony with
nature

Road Symbolizes development and growth

Green Band Signifies greenery, freshness, openness
and purity

Red Signifies courage and strength




1.1 Objective

Padawan Municipal Council objective is to create clean, neat and secure
environment in the organization. Besides that, the objective is also to build a cheerful
and good teamwork spirit among the workers. Other than that, it is also to increase

the organization image.

1.2 Company / Organization Policy

The organization policy is “Padawan Municipal Council is committed to
provide municipal services to the best of its abilities to enable its customers enjoy a
clean, beautiful environment and excellent quality of life. It will ensure that its
customers’ requirement are met through the implementation of MS ISO 9001 and

strive towards continuous improvement”.

1.3 Company Mission

The Padawan Municipal Council mission is “Padawan Municipal Council is
committed to advance the quality of life of the people by providing efficient municipal

services and leveraging on community participation”.

1.4 Company Vision

The Padawan Municipal Council Vision is “an efficient and sustainable

Padawan Municipality”.



1.5 Organisation Structure
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1.6 Core Business of The Organisation

The Core business of the organization is enquiries on assessment rates,
enquiries on SBBS counter and payment, application for village shop licences,
application for food stall, tea and coffee, beer and liquor and other miscellaneous
licences, scavenging/desludging services, application for permit to hang banner and
an application of road permit to use restricted roads. There are several process work

flow chart for the core business below.

FLOW CHART FOR A (] N

ied & d for at
least 3 consecutive months.
Display of FOR RENT sign
Advertise in local

paper that is
wanted for premise.

approved.
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Receive enquiry to check
on status of rates payment
from Internal and Extemal
Customer via written form,
face to face or telephone

[ Check enough particulars?

,

Request to
supply more ’, - Wardffile Number
information - Property Particulars

- Name of owner, |.C. No..

J

(™ Check in System/ Rates
Register

- Whether holding is
within jurisdiction of
M.P.P.

- Whether holding has
been referenced

- Whether rates has been
paid to date

-

—_—

Reply/Relay the information to
enquirer enclosing/ handling
over or dispatching bills is
required

—

End



ELOW CHART FOR RECEIVING OF BILLS PAYMENT AT SBBS COUNTER

Inform the
customer of:

- Insufficient
amount of
cash

- Incomrect
amount
written on
the postal
order or

cheque

Start

Receive payment for
miscellaneous bills from
the customer

Count and check the collection
received from the customer

Comrect?

Acknowledge receipt by printing
the bill through receipting
machine,

[ Keep the bill counterfoil and

the cash, postal order and

cheque safely.

-.|: Closing of Daily Collection

{ Lodgement o Bank



* Send the payment to PT (K) / Asst.
Tre/AA/C for printing of cheque

Sort the cheques and payment vouchers /
invoices voucher accordingly

Forward the cheques 10 PT(K) and MS or
suthorized signatories for segnature



CHAPTER 2

SCHEDULE OF PRACTICAL TRAINING

2.0 File Management Task

The task that is | learn in the organization is file management. File storage is
one of the documents containing the official government information. Managing and
storing the documents systematically and orderly manner in accordance with
regulations are important in the organization. In my organization, | was instructed to
do the filing in the filing room by fill in the employees detail from the form to their
service book inside the file. This method is to ensure that the government
information are protected and does not leak where it can easily access when

required by the designated officer.

Besides that, | was also assigned to arrange the form according to the file number. |
was assigned to punch and numbered the form and put it inside the employees
service file according to their file drawer number. The employees in the organization
also have a good teamwork where they teach me how to deal with the file in the filing
room. | also have been given a task to write down all the staffs’ personal detail such
as their name, identification number, their position and their grade on the

performance evaluation report book.

Filling of documents is to ensure all the detail can be obtained quickly when
necessary needed. It also can be used as a reference by the officer in the future and

secure the documents in a good condition. Filling documents for Padawan Municipal

10



Council includes the personal documents of the staffs and the place that they in
charge. For example, | check all the form that has been file in and arrange the staff
form according to their work timeframe on who has retired or currently working and

those who has transfer to other department or places.

| have learnt about file management procedures by referring and filing guidelines.
The procedures are important to follow as the staff has to manage and keep the
outflow and inflow of the activities in Padawan Municipal Council. The procedures of
storing the files is the documents have to be arranged accordingly to the date and
the reference number at a specific place in which it could help the staff to find the
files more easier when needed. Furthermore, the files that has been fully used need
to be closed when it reach the 150 attachments. The file that has reached 150
attachments should open up a new file if the staff still remains working in the
organization. This method is to ensure the organization can manage the records

more efficiently and effectively.
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2.1 Data Processing Task

According to Kumar (n.d), data processing is defined as any computers
process that coverts data into information. As stated by French, data processing also
can be defined as a collection and combination of data to produce meaningful
information. The process of data processing can be automated and can be run by
any computer as well. Data need to be converted into information before it can be
used. Data is basically manipulated to produce results that lead to resolution of a

problem or improvement of existing situation.

Data processing task that | have learnt during my practical training at Padawan
Municipal Council is | make an annual report of the organization where | produce the
graph from the data given to me and | was instructed to explain each of the data in
the graph about the staff satisfaction level towards the facilities provided for them.
Besides that, | also have been given several files consist of the Padawan Municipal
Council Staff questionnaires regarding the survey on their satisfaction towards the
working environment. | also learn how to produce the data using SPSS software in
the organization. In addition, | also learn to produce the min and table from the

survey files.

Other than that, | was also instructed to do the report cover and the table of contents
of the report regarding the workers satisfaction. In this report, | have to produce the
report objective, the population of the workers in the organization, the sample size,
report on the reliability, the instrument that is use for the survey, the data collection

process and regarding the timeframe of the report.

12



By doing the task given, | can adapt my skill that | learn from my subject in university
during my practical training. For example, | explain the data that | have produce from
the survey and compile it altogether as a complete report for the organization. As for
data processing, | also learn on how to use the Microsoft excel software in which |
was instruct to key in all the employee names based on the questionnaires that has
been collected in the Excel software and produced a full report based on the data

that | have.

13



2.2 Printing, Photocopy and Shredding Task.

According to the Mariam Webster dictionary, printing is the act, art, or practice
of impressing letters, characters, or figures on paper, cloth, or other material such as
the business of a printer, including typesetting and presswork. Printing is a process
for reproducing text and images, typically with ink on paper using a printing press. It
is often carried out as a large-scale industrial process, and is an essential part of
publishing and transaction printing. As a photocopy, it is a photographic copy of
printed or written material produced by a process involving the action of light on a

specially prepared surface.

During my practical training, | have learned on how to use the photocopy machine
and the printing machine. With the help of the staff in the organization, | am able to
use the printing and photocopy machine during my practical training. Besides that |
was instruct to print all the report that | have produced before by using the SPSS and
Excel software. | was also been taught on how to use the shredding machine in

which | has been given one box of the confidential documents that need to be shred.

Other than that, | have been given a task where | need to tear all the unused paper
into small pieces that need to be thrown. | also have been assigned to chop one
ream of recycle paper using the recycle chop. As for photocopy, | often help the
staffs to photocopy all the documents that they need and list down their name after
they use the photocopy machine. | also have been instructed by my supervisor to

photocopy 265 sets of pension form that need to be file in. | also has been given a

14
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certificate that need to be photocopy and to be file in the staffs file. In addition, | also

photocopy sets of performance evaluation form whenever my supervisor needs it.

2.3 Deliver Task

Deliver mean is to carry and turn over a documents, letters or goods to the
intended recipient or recipients. During my practical training, | was often assigned by
my supervisor to deliver documents to other departments on behalf of my supervisor.
For this task | learned on how to communicate politely when | need to deliver the
documents to the person that | will meet. It also teaches me on how the systems
works among each other between different departments as every departments has

different task to handle and | get to know on how the departments works.

Other than that, | was once assigned to the engineering departments to deliver
confidential documents from my supervisor to the staff from the engineering
departments. | also deliver remote controller for the LCD that need to be used to the
valuation and rating department. Besides that, | also send a document to the
chairman office and | have been assigned by my supervisor to help other staffs to

complete some task at the enforcement department.

15



2.4 Training Assistant Task

Training constitutes a basic concept in human resource development. It is
concerned with developing a particular skill to a desired standard by instruction and
practice. Training is a highly useful tool that can bring an employee into a position
where they can do their job correctly, effectively, and conscientiously. Training is the

act of increasing the knowledge and skill of an employee for doing a particular job.

According to Dale S. Beach (2000), defines that training as the organized procedure
by which people learn knowledge or skill for a definite purpose. Training also refers
to the teaching and learning activities carried on for the primary purpose of helping
members of an organization acquire and apply the knowledge, skills, abilities, and

attitudes needed by a particular job and organization.

During my practical training at Padawan Municipal Council, | was assigned by my
supervisor to help her during the SCS 6 shared value courses held in the
organization. During the courses, | must make sure that all the stationaries that is
needed by the speaker is well prepared. | also need to distribute the questionnaire
on the feedback of the courses that the staffs attend. Besides that, | also distribute
questionnaires on the culture rating. Other than that, | have to distribute all the A4
paper to each person in the group and prepared one marker for each group. | was
also instructed by the staffs to help her in preparing bottle for a game session during
the courses. By helping each other, it makes me learn more about the teamwork in

an organization is important to have a harmony relationship.

16



2.5 EKSA Task

EKSA is known as Public Sector Conducive Ecosystem which is the
rebranding of the existing Public Sector 5S Practice. It is in line with efforts to
strengthen the organizational culture of high performance and innovation among
public sector agencies by providing a conducive environment, work culture and
positive values for public servants. The rebranding is aimed at empowering public
sector agencies to expand the implementation of Conducive Ecosystem in public
sector agencies, to enhance their corporate image, to inculcate a culture of creativity
and innovation in line with stakeholder's expectations, to promote efforts supporting
the campaign to Go Green and to ensure that auditing elements meet the needs of

various public sector agencies.

In the organization | was instructed to cut the entire label that is use for EKSA. The
staffs also taught me on how to use the laminating machine where | laminate the
entire label and cut the label that has been laminate. | also put the double sided tape
at the label for EKSA where the label will be put on each of the place based on the
label that has been produced such as the label for ‘'surau’ and toilet. It teaches me

on how to produce a good label that will make the organization be more efficient.

17



CHAPTER 3
RECOMMENDATIONS AND CONCLUSION

3.0 Recommendations

First recommendations are to improve communication among the staffs.
Communication is a very important part in any organization. It takes place among
business entities within markets, various groups of employees, buyers and sellers,
service providers and clients, and within the organization and the press. All the staffs
in the Padawan Municipal Council should be friendly and communicate more with
other to help the task among them can be produced and can be done smoothly.
They also need to adapt a healthy relationship towards each other to remain a

harmony relationship.

Besides that, Padawan Municipal Council should monitor canteen food price, the one
who in charge for canteen need to make sure that the price for the food is
reasonable and does not too expensive based on the portion that they give. The
canteen food also need to be improve in term of their quality and quantity so that it is
more reasonable with the price charged to the staffs in the organization. Besides
that, the canteen workers also need to be more polite when dealing with the
customers. It is to make sure that there is no miss communications occur between
them and to avoid any hatred occur between the canteen workers and the staffs in

the organization.

18



In addition, Padawan Municipal Council should provide efficient toilet paper at the
toilet. Toilet paper is the most important essential to have in the toilet. It is part of the
hygiene where people use it wipes their hands after finishing their business at the
toilet. Lack of toilet paper can make the toilet become unclean because people will
freely sprinkle their hand everywhere in the toilet. Padawan Municipal Council should
provide toilet paper in each of the toilets so that it is easier for the staffs and the

visitors.

3.1 Conclusion

In conclusion, it is important to undergo a practical training before graduate. It
is important to improve our soft skill and to increase confident level in doing every
task given. It is also some of the knowledge that we gain during practical training is
different from what we learn in the university. Practical training also teaches me to be
better in delivering ideas and information. It teaches me to increase my confident
level in communicate and get along with the people in the organization. From this
practical training, | gained more extra knowledge on true life situation regarding
working environment and with the knowledge that | gain | can adapt it in my daily life.
Besides, it also gives me the best experience in working environment and it helps

me in self-development.
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UNIVERSITI TEKNOLOGI MARA
CAWANGAN SARAWAK

PRACTICAL TRAINING

LOG BOOK



Instructions

This book is issued to you to provide a history of your training and to act as
a weekly record by the work on which you are engaged.

Student’s responsiblities for keeping log book up-to-date

Immediately this book is issued to you, you should, in consultation with
your Training Officer, complete the detail required on the previous page.

It is your responsiblity to make the main entries of the log book and keep it
up to date. Entries must be regularly initialled by your Supervisor. You must
ensure that:

1. It is available at your place of work during your training.
2. All entries, except sketches, are made in ink.
3. Entries are made within a week of the work to which they refer.

4. The book is handed to your training officer for retention on your return to
UiTM and this will later be handed to the head of school for grading.

Recording
The log book should countain the following information:

1. A neat concise description of each of your training locations and the work
on which you are engaged.

2. Relevant sketches, data and circuit diagrams.

3. References to textbooks, standards and other technical information
related to the work being under taken.

4. Constructive comment on the work being undertaken and your
- consdered opinion as to its value as training.
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Date & Place of Birth
UITM 1/C No.

Course

Year
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. Place of Training

. Name of Supervisor In-Charge

Duration of Training

From: 24 December

GABRALING ANAK ANDREW

2% Sepiember 1996 Hospital Umum Sarquwak.

201729029¢

Bachelor of Adminisfrative Science (HONS)

2018 - “ pat  ®

NO6OE Kampung kuap Bafu (0, Jalan

Penrissen 93350 Kuching Sarawak-

. Address During Practical Training : Bty '0. Jalan Yenrissen , Keta

Pddawan, 93250 Kuching, Sarawa K

| :PadaQOﬂ (‘(\Qf\‘ndpa\ Coun cil

~ Pa-. Sharon

a0t To: '° March 2019

FOR OFFICE USE ONLY :

. Remarks : [Dean / Course Tutor]

PRAGCTICAL TRAINING

LOG BOOK




Supervisors

Date Exact Nature Of Work Done Remarks
2402.18 | Punch and numbered the form and puf |«
i inside the file.
2412 (8 | fill in the defail from the form o
'everq staff bock inside Hhe [file
26.i9.i9 |fili jn fhe Hoiidaydefail info the file
frem the dracwer
26.i2.12 |Punch and fil in Fhe defail of Hhe
sfaff infe fheir service book in fhe L 29\/
file . SHARON KUHH
2742.i§ | Arrange dhe log book according fo {he Pembantu Tadbir, N2
Jotdl number of siaff in each depari men. Seksyen Sumber Mgn
27-12-1€ |fill in the defall from the Jform fo every
s{iaff becok inside 4he {i[e ‘ -
28.12-18 | Arrange  the form accoeding fo the
fite number.
22-12.8 | fii in fthe defaii of {he form inside the
B service book in -{hsz—-(:’;fe.
3i.12. 18| Arange 4he paper according to fhe N
file number haf stafed ia”the sfaff
name hsd.
31-12-12 | fill in fhe {form defail Inside fhe
service book ia fhe {ile.
02.0t.4q| Arrande Jhe form in the jfile {o
the lafes{ aumber ] '
03-0t-14 | filh in jhe form detail jafo fhe service
beok. SH,AR\Kﬁ_KUE
03.01.19 | Check ail the form thatf hdas been Pembantu Tadbir, N JZ
{ile . Seksyen Sumber Manysi:
03-01-(9 | Arranqe the form of the sfaff
dccorc-h'nrj 1o {heicr wWork, Who has
retired or currently NOr&—unq and who
has {rans{er.
03.01. i9 |Exfracfs fhe information of the pracfical

training  Using  gicresoff eXced-
%) J
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Date

Exact Nature Of Work Done

Supervisors
Remarks

04-0i- 9

Arrange erfuesffonnaire of mpPP staff

regarding fheir saftsfaction on their

working environment Aqccording o

R |

number from one until fwo huadred

AV~

SHARON KUET]

30y

64.0i-tq

fr"f-f;/ SOXe
Read ap Ahwm g#p and undersfand The

n 1 PO b 'b'- N
Trenoarnma 1radonis, 7%

Seksyen Sumber Manusif

provious report on fhe sapisfaction of

wonrking environment -

C%.0i- 19

kiewq in the quesfionnaire daja_info Hhe

Spss  soffware.

oF-oi-{q

produce data table of min using dnalyze

descriptve  in the 8PSs Sofjware

G3-01-19

key in the quesficanaive dafa in the S55

and produce 4he qroph o dsing SPSS.

8 0j -iq

Key 0 quesfonnoire qufa info fﬁ\z_ $PS3

Sopfware accerding to Mo number

cg-Ci-19

Produce min -}afo(ev,ffom fre quesfimonaire

dofa

©g-0}-(94

Prodeice graph  based en 4he quesfiopnairy

dafa

oq-c;-9

Make tepocy regarding the workers

Sakisfackion - Usina  micsosef{ pords -

0°|-Oi..lq

(&
Mope repor{ cover and labie of

i

contenfs . on dhe worgers sotigtaction .

SHARON KUH

H

0. 0i.19

Make +he report ohjechve . poputation and

>

Pembantu Tuthir,

sample ovze, repor{ on the quesfionnaire

N’

reliabitity , dhe nsfroment ase. report on

the Process “of do\-{—q col’uz_c,ﬁ“on and {nhe

fepor{ on e -{\(Y\e &TOMQ-

JO-Ci-iq

Make the description based 90 Hhe Jablie

and graph of the questionnuire data -

li-01.19

Make fhe descrplion on the questionnaire

data and amange it accoading the doble of conjedd

ft.el-i9

Tl the franing effecfweness .datqd in the excef.
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Date Exact Nature Of Work Done s;z:::;; S
IH.0i.49 | Arrange  the Hraining  effectiveness data
according dhe mlebe_r {haf have been
weiffen o0 fhe form.
14-01-1g |Key in ai dhe name from {he quesfionndice
o {he excet Software.
t4-0i-¥9 [Key in the dafa info 4he 8Pss soffware
I4-0§-19 Ms-i'ac_r the dafa Mo(f has been # Kkey in
M fne SPss o Jermulaje fhe percenfade
ab [e ) i
14-0j- 19 Formt,ucde ;\mpf\ }rom UL"UZ OI—Qd'Q M‘l‘ hQS
boen inserf in fhe SPSS.
14 .0i-19 | Produce a box '—/0 Show 1he percentage
of each graph. ”
i5.01-19 |Key in dafa in B fhe SPSS Seffware
15. 0119 |formulate a percenfage dum fable for
each dafa - "
i5.01-19 | Produce a gcaph from the dada in Hue
3PS - c
i5.0i- 19| lnser{ a box and wrife fhe gee
percen—fage Number of each Graph
i5.9i-19 |Wriie 4he defadl of fhe worker usuch as
Idenfr‘fi'ax?‘i‘on number , Name , Posifion cnd
fheir gfqde on their ~performance
| Evatuafion repory. -
¥, i6€-01-t9 |Wrfe down Hhe Workers C{e,fm‘! on fhe W\_/
sia Performance eratafion report "SHARON KUEH
16.61- 19 |file in_the [9g book in 1he {ile . éf;?::%tnfgfg;;é:m
17-01-19 |Wrife gfown The workers defail o9n the
performance evallafion repocd.
i7.01-14 | Photoeopy o©ne cepy of :locume_n-f-
i#.01-14 |lnseri draining effecliveness data in excel and
produce graph N gpsS.
i£-01-19 |Inser{ draining effecfiveness dafa n excel and
Froduce min fable and gfaph in *VV- 505S:
| L0G BOOK
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Date Exact Nature Of Work Done Supervisors
Remarks
Ji.ol. 19 | Key ia  defail from —|he fra\macg e,%ec_«fweness
data derm ndo ﬂuz excel ” and 8055
Scf{fware
Ji-o\. 14 | preduce oo ﬁdbte and %dph aemg,
fe data ,Q\'vm -“,\Q sa—ﬁware
21-0-149 |Preduce a repocrd usmg} Jhe dafa
Jrom 4he excel and 2psS
29.01-19 | key in detail Of tihe gues—ﬁcnnaﬂ”e
info the exced and spss soffoare
39-0t-1q [produce min fable and qraph asing
Hhe data
290119 |Make a report using dhe date 4hat
hag been produce
J3-01-19 | Phofosfad Jwo set of dhe staff
eva\uafnon documend - '
23.01-19 | produce ;}vap‘n usmq {he spss
soﬁwar‘e
23-01-19|key n  gfaff name Injo the excel i
So ftware - %‘L/
25.01.19 | Produce repord us‘ang, e dm}ﬁ- SJ{XBQ_NKUEH
94.0i-19 [Tearng  unuse paper Tnfo smali Pembantu Tadbir, N22
Pieces'u ,&o bQ' —H,lrow SCKSYCH Sunuts viamisid
3%-01-19 | prodace grapk u&‘u\g /he gpss
dedai |-
240619 | Key in the dczq"a drem _fhe guesfionnaire
info_ie s gopfeare
24.0f (9 | Produce grapk using fig chfa in the
SPSS.
24.0i .19 | Preduce repony using Fhe dafa opfain .

a5-01-19 [File _in_fhe sfaff file insiofe fte

-/\;[a_ reom

i5-01-19 ./’rirqﬂ cat aff The rePorf fraf Las

been preduce us}r\j 12 excel and sPss |

35-01- 1) | Sending fife 4o fhe clerk from otier departmorn
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Supervisors

Date Exact Nature Of Work Done Remarks
28 0119 | Searching for staff file and ged Fheir
informatfion detail from -the Hfite room.
22.01- (9 | Sled all Hfhe corfiderfral do'cume/\a[
dsing  shreddiRg  mdchine .
Jg-01-19 Team‘r\/q Unusewpqper v'Nfo smaif
p?ecesu fo  be fﬂn;w
29. 06019 .('/\op on,ve recam o whitfe paper
using q  recycfe  chop-
29.00¢| Take ail  the file from the fife
room. ' - '
94 0l-i7 | phofesfaf 126 sefs  of persion
form fo be fife in
29019 |file i fhe pension form dCCOPd“\q
fo fhe quff file rame.
290119 | keep back {he sfaff file inside
The 7‘-r[€ room . 7
3040119 /’Aofos%ar /.29 @@74 of pension
fcrm thaf need £ be fife in
30- 0i-14 f.le in  The pension r,l’m-m A ﬂe 4
quff —F:[Q QCCOI\c{rl\q’ (7[0 —/he;,- %f(e‘ ,w/
Aaalg . SHARON KUEH
30.01-19 7Elk€, 'ﬂ’le 70/6 #om -/he ﬁle reomM Pembantu Tadbir, N27
CICCO/‘C{”\9’ fo ﬂ\? Number in ‘//‘1-9 Seksyen Sumber Man
persian C/—arrn.
30.0t- 19 Kee_!o back ’fV\Q. :P;[e ?r\-.!'-d r{}h@, —\\?LQ
resr] .
3i-0i-19 | file in the Staff docomend in Jhe
: ;G‘[e room - |
3i.0/.i9 Qp,-f’ staff documonf {rom the file room.
31:01- 19 | Sending form fo ofher deparfment fo
be sign.
3i.01.i4 | Send Fo & Jocument fo  the
chairman preem .
0f. ¢2.i9 | EMERGENCY LéAVE

-

o
“
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Supervisors

Date Exact Nature Of Work Done Remarks

04.Q2. (9 |fije in Kospifal &ill applicafion info Jhe
;ﬁ‘[-e eCeo nali Ay -fo ?/ﬁzh- I,.;é"[e m'me ' iN
The :[‘{le ro om. ’

Cj.02.1q | Searcs 24» PEASFON :f:"/'e decording 4o
fheir _box no. 7

%0149 |frle in fhe Pension form info fhe file
Clc_cohcémq 1’0 fhe Sfﬂff naeme.

04.02.- 19 | Take ou{ f’;/e of jAose ¢who already
pension  from The drawer [n fhe
fife room .- '

O4- 0119 '/94;!«./- fhe fife from The olrawer itside
the box. |

04-01.19 |labes eack box according fo fheic

Fle Aumber .

5.'56-1.1‘?" CNY HOLIDAY

¥.02.19 |file iIn fhe pension -/brm info the
{le clcc_ef\cfe/\qﬂ 7£o .//Az S;Laqu AOME. %
f-03-¢9 | Puf fhe ,4(@ . _eack bor and
labet the box dccordi he Rosaline T. Dusul
.{rlc number . kq 7[6 7L TN TARMINTG
7.09.19 |Lis{ down ail +the bex aumber To be
prinfed and puj on fhe box.
7-09-19 Avranqe the pension box 4o anofher
C@rn_u iilsade %Q {i.['\'nq re o
7-09-19 |file in Ahe Jeave appl,w+.on fafo
the J:Le accarqu 4o {he name
and fhe L;[e namber -
7-02.19 | Divide t1he leave applcation form
QCCor‘dlqu o {he Lle drawe v+
£-02.19 | Take ouf -[lc -from «]hz drawer
in -Jhe —“[Inq réom -
£.09-19 f/t"[e in -ﬂ\,z ZQQV‘& ap pilcafion ‘ﬁ:rm
?n%o fhe /f/e cac_cordmga 710 the 'ngme.
2-02-(1 |Arrange and puf the file nfo the dmues
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Date Exact Nature Of Work Done S;r;;r\;irs:; S
1i.00. 19 | Search for +Fhe f"‘le in_The 74'(3
il qcccr\qu 7ﬁo 7‘/\1_“- file number
it-02-19 |fite in he /eewe qppmayvon form indo
fhe dfrawer inscde vFﬁe ﬁ(.i\q r@om
fi~02-19 '14"[2 rn dhe —/rcunmq {o;—m cu,cowd?/\q
fo fheir fite _rame.
ii-02.19 | feep Hhe performance evalldfion repory
inside their  frle in the ./f[.m:? room
[2.04.17 PLOfoij Shree copy  of PCrffOrnQGnce
euvafua 17 —ﬂm m- ”
i1.09 .14 'Aw in ﬁ:u performance  evaluofion r-zf’ﬁr'f
'infcs fhe c{me:)er in e file room.
fa-c0a-tq ff('@ ine. fhe fedve c:ppnéafron form
;nfc) {he I.{f(e daccording 4o fheir 'ff[e
e 3 74— v
3-22-19 |Take oul dhe siaff fife from dhe filing reem
i3.02-19 | Search all dhe cerfificofe decording fo dhe
dafe lisfed
13-09-1¢ |Take euf fhe cerbifiate from Augqusi 2eis
unti|l december 2018
13-¢2-14 |Phofecopy ene cepy of each cerfificafe-
13.02-194 |file in back the onginal copy Tnsde dhne fife-
14-05- 19 |Atlend scS 6 shared vdiue courses .
i1-c2-19 |Distribufe feedback of coumes questioondire
14-02- (1 |Disfribufe Culfure wifing cw&«f\oma«re
1402 -iq |Disfribute a4 _paper {o each person in the
group . Al
(4-02-19 |Disfribute ene Matker fo each qroup =
li-03-19 |Propare beitie for 1he qame session SHARON KUEH]
fq-02 .49 Orﬂrmt.,e e C‘WI {ica fe' {Qrm a(corqu o 1he qufff"g:‘lﬁfm;;m
¢ from aois o aoit. S |
fj-e2.19 Phofo copy ane form and {wo copy of ceifificafe
t5.02-i9 |Phofscory fwo copy of {he raining Jorm
i5.09. 19

{ilein fhe leova appiication form according to file nuker
J
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Date

Exact Nature Of Work Done

Supervisors

Remarks
ig-2.19 |file in fhe [Jeave apphcaf,cn /o.ﬂm'
aeconding te the file rumbar in the
filing nrecon.
2.9 Tate out the 20I€ Spr_name fag from
the fay. '
1§:9:19 |Searck fhe file of fhogse whko afread
pensien and pf The file inside
the box.
£-0.19 Labe! tfio Be&S‘;on box acCot\Q{u\q 7[@
Their file number
19:2.¢9 | Shred ‘unuse paper using shrcz_cﬁ;nq machne.
(-2-19 _ |Laminafe -fhe file drdweV numbesr for
Jhe drewer in fhe Aling reom
{1g.5-19 [ Cof fhe name fhaf bas been laminate .
i1-2.19 | Puf the Aumber in the drawe~ according
fo fhe rame. given. -
1929 | Pef the label on The pension  box
according f° their name .
20.2.19 | File in jﬁe pension Number farm od
according Ao fheir name. -’b)‘\_/
< - SHARONKUEH—
R0 .2. 19 | Shred fhe unuse confedenfal form Pemhant Tadhir N22__|
us,nq s/iredc/'nq machme. Seksyen Sumber Manusia
20-2.19 f;[e in_leave application frm qccortlrnc/
fo file number.
J1-2. 14 Organise The —fle m the dower in Jhe
filing room
k21-2.19 Pul dhe pension file inside the box

Ldl.‘,'l-lq

label 4he pengion box according o file

Numbher.

21-2-19 |Lis{ down dhe name dha{ don't have Ilabol
in dhe drawer.
32-2.19  |Lig{ down the drawer number aceording o 4he
file number Mside the drawer. -
92-2.19 P} new drawer (abel according {o otd number-.
PRACTICAL TRAINING
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| Date Exact Nature Of Work Done S;zt:nr\;irs:srs
25.2.19 | fite in leave balance -form accord\nc;
1 to d4he {ile number inside +4he Fl\nq
. [#5:2-'9 | Pholocopy Jﬂner\'N seds of Cer{'iﬁcaﬁf-e_.
25-2-19 |{ile io 1%9, w%ﬁca\’fe according
4o 4heir name me,\de, the drawer-
25-2.19 |file in [eave aqpplicqfion ~form
;CC.Of‘dJI’)q ’fe #L@JF name .
‘I 28-2-19 | Search ;[em a  name 7114.[11[ has affend
| the 6 @hared vatues Hraining.
| |96-2-19 /0/\0_7‘000,0:/ one sef Of e,vg[_uaﬁ‘on
J fOrm. '
96-2-19 {/e n [eave G(!D!D[nguon acco rding
7Lo The ﬁ[a number- )
26-2.¢9 70/@ n {Brm according 7‘0 The 'ﬁle
;)umber = '
J7-2.17 | Take ouf +he Sfaff evalvuation '/orm.
Frem file -
97-2-19 |Eile W form nside the file in the /
Lfiling  room 6?{},‘.‘5:-"
= . N N SHARON-KBEH—
27-3-19 |file in [eave apppcafion indfo The Pembantu Tadbir, N22
file accor\cbnq fo _the fele number Seksyen Sumber Manusia
273-2-19 |Send dccumenr[ 10 __engineering
department - i
J€-2.19 Ph(bffoC@pq 5% sefs copy pension form
28-2-19 |file in the pension form accordonq
~+o Hhe #/e number.
28-2 .19 Phof—oc@pu] fwo copies of fraining dJegarl.
3€-2-19 | Search v{or leave form n ~fh4; #le.
2%-3-19 |insert defail and produce graph using
excel at enforcemend depdr"‘f_rmenr{— i
1-3.19 |[Wle th leque application form according fo
frle number
13- 19 Edit dedail in dhe 3pss  seffware.
PRACTICAL TRAINING
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Date Exact Nature Of Work Done S;zt:nr\g:‘»:sr s
4-3-19 | File in feave application according fo file
numbper
4-3.19 | Photfocopy 400 Sets of cerfficate
H-3.19 | Keep a phofocopy sefs cerfificate
inside the file.
4.3.19 |Keep +the fife that has been c/ose
hside the box.
4.3-19 | list down dhe file box aumber end defaif
4.3.19 Punch all the phofocopy certificate
1-3.t9 |keep each cerfrficate inside 7he sfaff
file according o their fle name. '
5.3.19 |[Rfie in the Eferv[li«ﬁ“cqfe According oo
the file number. ]
5-3.19 |File n the siaff evaluafion book
According 10 their Hfile number
Tnside The dmwer-
6-3.19 (e m the certficate dccording Ho
the file number
€-3.13  |Photocopy one sed of Hform a
6-3.19 F}rrcmge- name on {form accordincl -fo ;
the namelis{ given. ) SHARON KUEH
6-3.19 Pkocfocopg 8 sefs of the Sfafy fg;;:w
evatuafion books.
€-3.19 |File in 4he stoll evaluabion books
Inscde  the Ff(e— according Jo dhelir
drawer number. -
6-3.19 |Go 4o +he other depardmert o dake
remofe from +the ofher sfaff.
7-2-19 |Fle in the cer+r-j:rcq'fe Qccordrnq
o the file number
7-3-19 | File T leave Jorm according fo fhe fife name
8-3-19 |Fle in leave application daccording fo file number
8-2-19 |Fle in 6 copies of Jorm Tnto the Jile
8-3-19 Phofocopy 3 seds of sfodf evatwation book .
PRACTICAL TRAINING
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Supervisors
Date Exact Nature Of Work Done Remarks

[4

t1-2. 19 | Photocopy (0] sefs of new sfafyf
docuw\:lz ) ) -
U-3-t3 | Print out 16 copy of prachical {raming
evaluation dJorm. j ' l i
-3.19 | Chop 4he unuse paper usiaq +he
recycle chop- i

i-3.19 Re-do he fﬁf-y,,e fhal has been prinf
ou{ Wrongly. _

(- 319 |Print out oene sed of spss repott.
19-3.19 | Chop dhe unuse paper using the
recycle chop. j

12309 | fite in leave application foem inte the
file according {o +the file number
2.3.18  |Chop he unuse paper using the
recycle Chop -

3.3.19 |dlein 3 form accorcingd o the e
ey Tn dhe  drawer "msu‘\c&e &ﬂr@, rocm
13.2. 19 |Phofocopy | gerfificote -
13.3-14  |Fle in d Certificate inside the dile in

fhe J" ling room. Pamhanfu :"adlﬂ:k“ a"
$8-3-14 File 7o 5(‘Jf°‘H evafuation book inside the Seksyen Sumber Mari g
file in the drawer
12.3-19 | Cut alt the labet for EESA

13.3.19 | laminate ail the labet wusing laminate
_ machine .

14.3.49  |Cu{ the labes that aleady being laminafe
14319 File 17n S*fqu—f e,volw_a%\cm book inside
fre drawer in filing room.

M.2.19 |File in staff {fraining defail inside
the Jile Oceording +o fheir name .
14-3-19 |Put {he double sided sdlefape od
Hhe label Jor ®ksh

15-3-19 | Pyl dowble Sided salotape of the label
Hor €ksA

PRACTICAL TRAINING

LOG BOOK

R




3 pDDDDDDDDDDIDDIDDDDDDDDDDY .%

UDMDPD L, UDAVPUDGADT, SUIV I
2d. VYVSNv112s

Q

b D

6102 HOMVI S| — 8102 ¥39W303a v¢
uo
TIONNOD TVdIDINNN NYMVYAVd
w
PuruIv AL JoLAISNpUr
parajdwiod Aynfssaoons svig
JON3IOS FNILVYLSININGY 40 YOTIHOVE -NVIO0Ud

AVMVUVYS VAVIN ID0TONXIL LLISHIAINN

Jo yuapnis
(9215-€1-626096)
MIYANY XVNY INITVHEYD

Y1 Af13420 01 51 SIYT,
NVYMVYAVd NVHVYANVY34d3d SITVYIA

DD DNDDDNDDDDDDDDDA



