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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, 10th 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 31st October 1981, the Chairman was 

elected (Government Election Period). Then on the 1st November 1981 onwards, the 

Chairman was appointed. In 1st 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.

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”.
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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.

FLQW chart fqr rebate application



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

Request to 
supply more 
Information

YES

Check enough particulars?

* Ward/file Number
- Property Particulars
• Name of owner, I.C. No..

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



Inform the 
customer of:

■ Insufficient 
amount of 
cash

• Incorrect 
amount 
writtenon
the postal 
order or
cheque

YES

Start

Receive payment for 
miscellaneous bills from
the customer

Count and check the collection 
received from the customer

-5 Correct?

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 to Bank

End
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CHAPTER 2

SCHEDULE OF PRACTICAL TRAINING

2.0 File Management Task

The task that is I 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, I 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, I was also assigned to arrange the form according to the file number. I 

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. I 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



Council includes the personal documents of the staffs and the place that they in 

charge. For example, I 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.

I 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.



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 I have learnt during my practical training at Padawan 

Municipal Council is I make an annual report of the organization where I produce the 

graph from the data given to me and I was instructed to explain each of the data in 

the graph about the staff satisfaction level towards the facilities provided for them. 

Besides that, I also have been given several files consist of the Padawan Municipal 

Council Staff questionnaires regarding the survey on their satisfaction towards the 

working environment. I also learn how to produce the data using SPSS software in 

the organization. In addition, I also learn to produce the min and table from the 

survey files.

Other than that, I was also instructed to do the report cover and the table of contents 

of the report regarding the workers satisfaction. In this report, I 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.



By doing the task given, I can adapt my skill that I learn from my subject in university 

during my practical training. For example, I explain the data that I have produce from 

the survey and compile it altogether as a complete report for the organization. As for 

data processing, I also learn on how to use the Microsoft excel software in which I 

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 I have.



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, I have learned on how to use the photocopy machine 

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

use the printing and photocopy machine during my practical training. Besides that I 

was instruct to print all the report that I have produced before by using the SPSS and 

Excel software. I was also been taught on how to use the shredding machine in 

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

Other than that, I have been given a task where I need to tear all the unused paper 

into small pieces that need to be thrown. I also have been assigned to chop one 

ream of recycle paper using the recycle chop. As for photocopy, I often help the 

staffs to photocopy all the documents that they need and list down their name after 

they use the photocopy machine. I also have been instructed by my supervisor to 

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



certificate that need to be photocopy and to be file in the staffs file. In addition, I 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, I was often assigned by 

my supervisor to deliver documents to other departments on behalf of my supervisor. 

For this task I learned on how to communicate politely when I need to deliver the 

documents to the person that I 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 I get to know on how the departments works.

Other than that, I was once assigned to the engineering departments to deliver 

confidential documents from my supervisor to the staff from the engineering 

departments. I also deliver remote controller for the LCD that need to be used to the 

valuation and rating department. Besides that, I also send a document to the 

chairman office and I have been assigned by my supervisor to help other staffs to 

complete some task at the enforcement department.



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, I was assigned by my 

supervisor to help her during the SCS 6 shared value courses held in the 

organization. During the courses, I must make sure that all the stationaries that is 

needed by the speaker is well prepared. I also need to distribute the questionnaire 

on the feedback of the courses that the staffs attend. Besides that, I also distribute 

questionnaires on the culture rating. Other than that, I have to distribute all the A4 

paper to each person in the group and prepared one marker for each group. I 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.



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 I 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 I laminate the 

entire label and cut the label that has been laminate. I 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.



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.



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, I gained more extra knowledge on true life situation regarding 

working environment and with the knowledge that I gain I 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.



5. Year : • ■ part

1. Student’s Name

2. Date & Place of Birth : -J’S September Hosprfal Unnurn Sarawak

3. UiTM l/C No.

4. Course ; Bachelor- /idmls-fraiive Science (hons)

6. Home Address : HQ6Q8 tampan g f^ap Baj-u 10 , Jalan 

Penrissen ^3350 /(ucfiing SarciuictK-______

7. Address During Practical framing: 10 - Jalan Hanssen z kh-q

* PddawQn, ^3250

8. Place of fraining : Municipal Council

9. Name of Supervisor In-Charge : __ —: ■ ' { ■

10. Duration of fraining
From: To: 15 ^arch

FOR OFFICE USE ONLY:
11. Remarks: [Dean / Course Tutor]



PRACTICAL TOKS

Date Exact Nature Of Work Done
Supervisors 

Remarks

Punch and numbered dhe form and puf

if < ns ide /A£ fife .

filf in 'foe de/aif from {he form fo

every ^/aff beck inside fhe file

fril pi /he foJidctfo^defail info fke fife

from foe d^aa^er

Punch and fU in /he defa'd °{ the

sfaff info /heir service book in the

{de • SH WON KUl H
27*19- IS Zirrcmge The log book according fo -fhe Pembantu Tadbir, <22

number of sTaff tn each depart’mea-f. Seksyen Sumber M< nus

J7-D - /g fill in The defait from foe form fo ererq

Sfaff boot Inside foe -pte -

IS /Arrange The -form q,cc.orc£tnq 4° The
nt a
'lie number-

^8-12 ~ Cd -Ait (’n foe defaH foe form Inside

^ervree iook in -fke -ptC-

31-12- IS Grange -the paper ctccordlag. fk& X

4cle nam-beir fKe s-faff

name Ks- .
31-12-f£ pil in fhx 40rrn inside foe

$erutce bock in foe file-

05-01.H Arrange the fornn m dhe /file jo

jhe lajes'f number

o?- or- ig jiU in -form, dejad -mjo jhe servCce

book--
SH WON KUEH

O301 ■H Cfoc-k ail ihe -form ihfo kas been Pembantu Tadbir, 2

{He in- Seksyen Sumber Mani si a

03-0(- («} ^rrunge foe form of sfaff

ctccorc/mg jo ]hei> Wort,, U%o h.as

reared or currentiq worldnq and who
J J

hets -frunsjer-

03-0L iq bfoacfo foe 7nforni.Qfi'on 0/ foe praefoaf

/raining asinq ec^osoff a^ce.^ /



Date Exact Nature Of Work Done Supervisors 
Remarks

OH-C>i ■ Il /Arruaqe ques-fonnaire of fnPP sdoff \
J *

rej ar din cj -fa&r gQji on -[heir

ioorkinc/ ^no^rontn^nd Q coo r ding

number from one unlit fao hundred

fa/fa s?x. SHARON KUEI2 
n ,__i <— farn*?

oi/. or
•J

fde^d ci nd andQCs-fand Ike
renwanvu jaoun, rr^x 

Seksven Sumber Manusi;

prQytou$ rppori on fke sndisfaefion <y

cu or^cin^ euivtnonm&ii *

Afey in dhe ^u.esdioonatr^> cMq ind® d^e \

sp&s sof-fuiare.
07 - oi m produce 4afd fable of min ueinq qnaU^e

descrfa^e fa fag SPSS Sof-faare

G7-OI- iA Req in the faesfannctlre cUfa in fae SPSS

and pfoefaee 4kg %ruph *- dS<n<^ SPSS-
Op- 0| qq . C' e O

ta cjuesfiemQai^ fafo spss

So|\vJtxV'e acc-er-dirQ 7.© fa^ nai^b-ev

O£- 01-17 ProckcJd wn fable faom fae qties-^®on<aire

fa|z2i

O^-O| -17 Procu-Lce. paraph on fag qu.€Sfaoftnci^

cfafa..

07-O(-(7 (Yfake rgpor-j re^arefafa fae workers
CJ 0

S^6faic_Von • mlcrosop-j Morels -

0 q • 0 i. 1 q
J 0

fActi^Q. rejpor{ cc^e*- <xn<i -faxfae 0.4 j

epafanfa- &n fae wor kers scdp^facfaorj - \ SHARON KU?

to- or.iq (flnt«2. ihe report obfaoRve-, pop^to-^on / Pemban’u TuJhir,

samp fa Svze / repefa on -vne c^u esp'onna'ire

rediabfafq t Tns^rcW-enf <15^, repor-f on

fae precess of fafa collection arvd fae
report on tfa Afaxe faewe.

jo • oj iq fflnke fag descrfafton based on fae fable

nnd 2rcfab o4 fae c^e^fionnaire cfafa -

H-oi-iq Mabe fa< desenpffaa exx fag TJuesfaanfarg

dafa cvnd cxrre<n.qg if tx.cmorcLin^ fac fable <>| confab

II.01- iq Till fae Ifitniffa etfaefaeness /cfakl fafae e^kcef.



H
22 
usia

Date Exact Nature Of Work Done
Supervisors 

Remarks

1 -Oi. i q Arrange 4 he -(ramioz^ effectiveness da-f-q
■" ■ 0 ... ■"■ ( ... ....... ' —

accordin-c] Ike (Vimbex- fha-f have been

iuri^eA on fha 4°rcn •
H-oM^ key 'm aU Ahe name Vom Ah_e gpjesfFonn-ciire

info 4^ ex-oed So-ffu) are.
H-oi - V3 fey in -ike dafa ,7Ho dhQ SPSS software

m-ohiq Ugmq The. da of fad{ hos teen •# Keq Fn

Tn fw SPSS 1° X fine pe^cenfa/z

fabfe.

H-oi- H (■©mulin' e ^raph jrom fae etaf'd hhS

bden idsex-/ in -/h< SPSS -

m ~ oi -i^ Produce ci bw fa skew fho pcrcenfctof e
d 

of eAOh graph-
ig key in ciafa in -ike SPSS sfat^are

15. 01-17 Formula- fe q percentage fable /or

each. do/a -

i^O t * H Prodaoe a graph -fro m Fhe faifa in 'Hm’
0 1 1

SPSS -
<5.or 17 1/1^12^ q boy and Uirife -fh-e

porcQrrfaqe oumb-Q-r- 0/ each ^apk

/S.orz? <11 op il^e Marker such- as

ldpn-/r-ffCa/i''on nafnber^ N'amz , Po^ijicn cti^J

-fhalr tfrqde on ~/hQ.i^ PQ.f'fbrf^anc^r J 1 ’ "■*
^citUQ/ron riperf r. /

i^om?
/ ....... ' .............
cbo^n on

1 J
Performance eratu-ofioa nQ^poof SHARON KUEH

t6-oi. ry frle tn i'pe /o^ book in -file, - /■Pembantu Tadbir, N2

17-01-17 l/irije fotnn jb\£_ Markers defwi on /-hz
oCKsycn ounioci ivi m m 5

peefarmance evapiafian r^porf.
17-01-1=1 Photocopy one copy of doeutme-nT •

W-ot-H Inserl -Iraming effecTiveness data in. ex:cel ond

produce graph In SPSS >

inser■{ draining ^ffeeft^cmes? da.M in cxceX and

produce min Mb(.e and gfapk M thx, SPSS



Date Exact Nature Of Work Done Supervisors 
Remarks

key Fo derail Jrom he frai(WL4 e-d^^^rene^c,

ifd° A^2- ex nd and’ SPSS

S of 4 00 ore
5b on m produce (w q^Vsle and ^roph

1 ' $
£Ve: d<afa 4V\-a software -

51-of- K Prejuc^ 0 reporf ustn<4- 4Kc derfa

rfrom j eXc-cl and spss

^.oi. tq Key cn defa'd of fhc quesfr'onn.cure

Infs dVu> exced arud spss .sofd^00-^
55- Oh H produce (A^n fQ-ble and tLslnq,

Cl cJ
■fkc

55-01-14 Make a reporf usm^ fke da-fa -ft f
ftas keen praduoe

53-or H Pho +os- <d daio jM 0-£ -fhe ~ n

eva tuq ion docum-enf-

53-01-14 produce <fraph us 104 - ke spss
saffvaac^u

53-01-14 Key Fn s- nff came Taj a exced

Software -

55-ou iq produce re per 4 us'i^ fW gIp^' SHARON KUEH
54-01-14 Teana^. unu.se paper- Tn-fo small Pembantu Tadbir, N22

ft '
pieces 4° qnroiO.

Seksyen Sumbci ManUoia

54-01-14 p^duetz. UQi\p{ /ko- spss

ct^/a i /.
54. or-i^ J in dko^ dcifa ypQsftonfijairQ

ir^& /Ae (3-erffdoor^.

W-of-l? tx.Sc r^ rn_ C

SPSS-

• ot.. ft Pwilxice. r^zpo^f "fhz c/^/d obtain -

jbT* or H/e tn "/^
A 1 ' J
/Ho.
PPikJ oud qU dke. mpor'f -fK^d

P>Q<zn p^<dic<2 -pPo. &ccol .

jy.ot- r? Sending Jijje -jo fhe deat Ji o(yi cikex clepodw^

PRACTICAL TRAiffiG



Date Exact Nature Of Work Done Supervisors 
Remarks

as ■ ot. i? Searefansy -for sfcrf-f fi/e a^d ged fin&r
inforiYicfafan deda.it -from fixe file rootn.

as-oi- (3 Sfaed all /he co^td&fiaf dcc^naer^

4 <5 fa J1 Sfae.dfafaq m achfae .

T&arii^ dnusp pape^ '^Z® dsexatt
pieces be /kmua •

3 fa op if
J ' 'J

Qfap one ream e-f ufaHe paper

us fag a recycle cfaop-

• Of-if 'Tabe all fie fUe from /fie fifi
/ * i

room.

Qf. fa-if pfifis/fi 13^ Sfafs p^iOK.

-firm /fa be -pk fa

^fad-fa ■file fa fifa? pension -/orm accor-dl^q
w / J }

■ps /he ^f^ff fi Mne-

Sfafa-fa fieep baa^. -jhe s/afifi file u^ifa.e
r 1 J J - J

ike pfie .

30^ Of-H fikopz-f-o'p 133 'S-efa o-f pe^S'fari

■f& em /Ka/ fueesl ~fa be p'fa fa

80-
/ y»
/ fie fa the peKS>d is. rpQi'fa[/h) /he

^f^ff fi' fa qcco^faJ/<jq fio /ho^t- -file

f^CYTj^. . AHARON KII^H
3o. opiy Thfa^ fike file fiom, the file f^&rn Pembantu Tadbir, N2'

V /
accoi^dfap fi fk<e l\jq(Yiber lo /he Seksyen Sumber Manu:

pej^fan fifa rm ,

30.01* iq -^Ue. »n-k f he 4i[e

3 Lofall file nv fie ■Sfiff Jfi e&jtfr'i.etx-fi fa fifi
J 1 ■ ■ ■“ ... * ■■" ■ ■""

t^^orn -
^i. oi.iq Q^f sfaff docunruznf -from ■ - room -

3b Send fay firm fio d^pexfireLen/ fi
be sign.

Jhoh H S^rsi /he

cA-dirman /'-earn .

Of. 62- K £mc<a^eNcy Leave

deda.it


Date Exact Nature Of Work Done Supervisors 
Remarks

ip/e (A- bill Qpp/<ccx4'or)
4(e. ctCcor-a^faf /c> --ff-far- 4^ >K

/Ae /<7e Mo/n.

03. tq Jaa^cZ r/o<- 7»/e ^ccora&v^j 7®
' J J 5

r co> ri 0 •

Oif. OL <7 44^ >n- -f^ pen&ton /zrm 7n/o fife
Qcc® z-diz-Q /o /^.e s/o-ffi net no..

0{f- 62- /?
Jr / //

Tqi'Q w/ /ife °4 1^3^. coKo qfemicPJ
penQcon firo^ 4^ 4roc^<z^ fa -fh^.’ J
fife OO&m -

oif . c£/y Pu.4 /A-e 4tf€ /rofr) 4^2- i^’<4<z
' I

th# bo '*- •

^01-/7 fdb^/ eacA box ctccG^-/^ -/^ 4^^

nuMb^ -

cn'7 Houtony
02- »C| /‘tie. Ihp pp^t'on /orm ifl/o 4^-^

./tie <tcc.erfae^cf /q 4Pji- ^4^4/ ^rnjZ:

7-05 ^-7 P^4 44<L 4(^- 0^4

/A^z. box qccoodJ*~cf /& /h^- Rosaline T. Dusul
44^- number- P » N (HRM) 11 tr)

7-o^-17 Lts-f doum all dhe box aumbzr- be
prin-fed ctnd pay on /he box-

7'05- tq /Vranq-e fb-C pension box -j-o dno/hbr

corner Uxs^c/e -fbe ^ihn^ roorm

7-os-tq -file la 7kc [Mue ^ppricci/r°n Tn-fo
1 i >1 1

4hC accordin q 40 -fhe flame
and fne Xf [€ number -

7-02- I] Divide fhe leave application -for/Yi

a ccordfnq -fo ^kc file drat^e-r

§-02- H Mbe oup 4'le -from /hz drauo&r
r

in /he -jilinq r&o/Yi'
02- 17 4t'le ‘0. 4be lea^Z appPea4i'on

in4G 4he /4e ^coordix/ 4g /be name-

§-0247 Arrange and p^d She in/o /he c/^uek



PRACTICAL TBAMHG

Date Exact Nature Of Work Done
Supervisors 

Remarks

H.C£L. iq Search /or- -fhc file tr^ /Ae fite

fscm o(c^ar<ij^q /o /pJLir Ak number-

ibOS - /?
; - ' ■■■■ - -■ J / ... * ' /

YYe -/Ac leave qpp(/copi'on -fbm ir/k

c/Ao^er t'KSicfe -QttlVCf b®crn
'1 J -J
pile tn ihe fr-affninq /g^iyi aceoi'<dii\q
/o -[heir /fie nAMA -

if-02. -H Keep fKe per/orrfiance e^aWAfr'cn rep&r/

)f\Sfde •fh.Qir' /[e m. -fhe /ll^
u ' J 

Pk&fco^pq dhree copy orman ce
j u > 1 j

e vatuajr<b n r •

i2- <3.9- - t g -ft It7 fke rmanc& evaiuofron r^pocj
i tv/e> -fpe ir^- //>e -fi/e ’

/'f(& i^- -fae je^e pppdea -form
‘ “ A V .
<nfo YA«? /Ha ciceof^/ixcf Y° f'fe

9 f J J 9 J J

Take, oui ih« sfot-pf /»(e foe -fwn$ room

f3-O2'H Search <hl -Ike Cechfkofe ctcasrciincj'fe
tiffa lisjeJ

is-o^rt Tate euf the ceHifieafe from August

unJii decembee ^gi~S

13-02- Photocopy one copy &f eack cefHftepfe•

IS . 01 - kle in bac^ chgtMl copg insde Qtc-

oi- n AHmd g shared vdlu^ «ou/^es

IW3 • K Oisfribufe &f caacses ^ues-fionnrfire

14-02^ ff Oisfribule Calfkre rdfinq ^uefonnaW •

i^- oi -kf Dkfeibafe a>i paper fo each person in fhe

t H- Cl - ( <| Vbfribufe ^ne fe each

Pf oiug Prepare boiKe far ibe fjdme SHARON KUE|i

(1^ 02 - if Organize ^r- farm according to Fembantyi l^bir, Nz2 
Sp-kcypn ^niYihpr M^n-. s

dafe frem sots jo P-oit-

lif 0 2 - If 

tf ^-11

Photo copy one'forfh and fwo cop^ of (crjificaje 
P^obcopg t^o copg ff-f the Wwg -j©r^

—

iS-oj- it - Ue fn the leo\n npfifcalkn -fortfl arcordt'nq to tWr^U



Date Exact Nature Of Work Done Supervisors 
Remarks

a. 11 ftfe h\ fae [eave. appiicafaon fam

ciCQ&^d'K] fa ffa .fafa fOXtobar fa foe

-fi(t^ r^arn-F ———. ——- ------------------
Tn ir e oaV /A< ^®IC spr Mme fay fasm

fa fa_________ ________________

S^aroA fae fa fa 0/ /fase faro^fafa
-------- ----------r

pensTon and pfa fate inside
fae. k^x-

H'QJI Label fha pension boy accor-di/^ 4®

fair fafa number

fll-W

Shred paper u&fa spreadr^ ma.chfae\

Lamtna/ e fhe fa fa draper number -for

/he drainer Tn -fhe faffnj r~eom

77 5/7
/7 3- /?

(faf -fae asiiyu2 fa\.a-f faas been fatfnfactfe-\ 

Pfa th* number fa fae afaa^er acjcordirq
. ----- ......—

fa fhe wrne . -
pa/ fae label en The pension) boy 1
eLcrGrydTnci -fa fh&r name -

36^. (7 f»7e t'n fae pensTon number farm

acccrdiricf fa faeTc name-

JO-J. /7 Shred fae unuje confaefanfia/ farm
1—SHARON KUEII

-Pemhantn TaHhir N?2----1
ei6\nq skreddc)c/ maehine. | Seksyen Sumbev Manusia |

J -------------
-fate in leave appUda/ton farm acnordfn^

fa fi/e number.

Jl-2- iq Organise fae file -{he d^wer in. dhe

-filing room

Ji-2, iq

Ji-j-iq

Pu-{ fhe pension fate inside box

l-abel ’the pension box acc-ordinq -fa 4;^J— ^-)---- ----- J-------
hunnbe^-

£t-a- iq Lts-{ douon ^he name ■fha] donM bav^ lab al

in dhe drawer-

jj-a.iq Lis/ down dhe drqtoer number acoorc/lnq fa fae

-file number inside 4he draper.

^•a - iq M new drawer label according -f° CW nUrnb-G-v

PRACTICAL TRAILS



Date Exact Nature Of Work Done Supervisors 
Remarks

-file. 1 n kav£ balance -form a COO rcti nc

4° 4 b e Rie auml^er \OSI de - f\bnq
TOO 03

Pho^ocopH ' UJ e_n44 $e4s c>^ CarR-kcar ♦
-1^ Cer'ER fe GlCe.O rc£laq

4° 4W'r name Visede ie d-mwer-

JS-2 . 11 Rfe. in /ea^z ppp licqfio n firm

e? CCO rdJn <? 7’ fLo'r panne .
o r~o ct narvie yw X^s rtfrfiad

/fte € (sLart^ kqlcKS fra / nJ n^ ■
&€-2- Z9^froO>p y orm. S^-efr °f ejratua/ion

form -

/ 7 /i/£ in fW qppliqafron. etc co rdir-Cf

fr> fife number--

yVe ?n yd rm accord'A.q y^e yRe

number -
1 I T<gte_ ou / ~] sfaffi eJ~aCiJofian -form

from -fi fe. ■

2^-2- LI File tn --orm Ins/'de fine fife, in /Af

frh'ncf room

/?
' J
fife in [eave ^pppepf-pan info frb^

SHAKUn KViLn
Pembantu Tadbir, N22

-file acoorcPnq fr? -/Al e fife n^m Ge/ Seksyen Sumber Manusia

^7-2-H
' J J
S-end do fra enqmo<erinc

deporfmenf

<2$- 2 • H Ph 6^0 copy s-efi copy pension fro rm
Rfe In fim perns f'on fi^rm

1 /
accordinq

yo frhe. ^ii^ nbtmb&r.

-tq bhof-OCJ3pL\ -f wo copies oy fra in <ncf cLeJdi A

Search "F°n [•eave fro rm 7n 'fine file-

5-?- 2-lR I flSP r - • de^faM Qnd produce qmph us'tao|

excex ci4 (LwferccrneM d<2,pa r^menr

1 - 3 . H Wk appifca+'on - Perm accord* nc
file number.

J

I- 3- H £ii4 de4^d in Hke 5PSS so-ffuoare.



Date Exact Nature Of Work Done
Supervisors 

Remarks

m leave application ctccorcUaq fo frCe

number

eAa^aeapy qoo sefs of eerffrea-fe

3 • H keep a pkofooopq srfs cQ.rrf-ffcafe ---------- :--------------- * ——1-------------
inside /A)e file-

5-3-rq keep -/hp -fife th erf hQS been C/ose

inside the box.
5-3-1 q J-isi doton fbe fife box nurnbQj- and drfarf
v- 3 - / g Punch alt the phofocopq ^erfi-fierfe 

----------- —---------- 1------ *—...........
5-3-ig Afeep eczc/? eer^fic^/e insirfe sfaff

■fife accordion do their -fife name- i

5-3- H Rte in fhe oerf£fYa.qfe acco r-dir\q fo
the file, number.

^'3- H Tile tn -flie staff eva tuafron book

qeeci^cb'ncj f-o -fheir -fife number

7nside 'the. dnowed■ •

6'3- t g £rl€_ Pm "Hrc cerjr-ff Qd-fe clccording -f-o

4he £te number

s-3-iq Pbo-focopq one S<rf o-f -form

e-3- n Afrrqn^e name on form acoorcGnq fc>

-|he nametis-f given - SHARON KUEH

6-3- n P<®^®copc/ # serfs of rfh<? sfoff
Pembantu Tadbu, N -— 

^rk—en ^mber ManukaJ r 1 ■ ■ -.............J 1....
RV'iatuOffOn books •

yCKyye*,

£■ 3 . |=| Fr[e m 4W sfey^ ex a ^0^00 books

Tnst d e fhe fr(e dceo rcLifi^ fo

drawer number.
£'3- H d° Ibe odher deparfmend da dab?

remote rfbotv rfhe erfher s-faf-f-
7-2-ig file in dbe cerdvfrGQ'fe accordifici ----------------------------—J---------------------------------------------

fo dbe [e number;
7-3-H Hie rn lejx^i form accord^a^ fo dhefe nznvtf

2-3- H file in leave application according fo Ji (e number

2-3- ig Pile in G cap res qj Jbcfn rnfo dhe Jx Le

2-3-H Phofoccpy sets rf sMf evdiaafioa took. . »



PRACTICAL TRAINING

Date Exact Nature Of Work Done
Supervisors 

Remarks 
c'

11-2. /q P/^^aapu /O| s-eA a/

cjjvrLjej^

U- 3-1^ Prin-I oai 16 copt| o-f prdcficaf draining

eva laafi on Jo rm ■

l‘-3- H Chop unuse paper usin^ dhc
’ J

recycle cAop-

il-3- iq Ae-do fhj2 fitytC has b<cn ’p(Tnf

ou-t wrongly.
H- 3-H Pci nd ou-^ one °P SPSS r&pot-p.

ip-a- iq Chop dhe unu.se paper usTirg The

recycle chop-

/!• 3-^ fi^ ir? UtiW qpplica+ioij info Iht

-file according ^[e number

12-2-13 Chop -fho. an else paper us ing gke

recycle chop

13 - 3 - 13 Jile 7rv Arm dLoocordin^ A Jil€

number In drcSLU^er ins'de <£<11 room

ids- K PhoAcopg 1

13-3-13 Rie in 4 CerR^cafe Inside {he cfUe in . T V- M <
the room.

s i'i ti 01 tx v .E • *
P?.m h:i n Iu 1 a db1 r. N ■ ■■

f3 - 3 -m Hie Tn sfa-f-f evatua-Hon booh inside, me Seksyen Sumber Mamm

-File Tn Ihe drawer

13-3 -13 Cut all -[he label -Tor eksa

13 - 3 - Xammale all +he label using tanima-f^

machine .

iM-3-tq Ctd 4he label1 Ihad already bc,in^ JatYiinaf^

Up 3- FUe Tn s-fahT eydULa|r®n bo<ok inside

4he d-nciLuer Tn filing reo(¥i.

H-S-H Rile In sfaf-f -fraTnTrtc| cfeAd irtsAc-

fhe- acrorcUng -fo fhxir namz -

3-1^ Pu{ Ihc double sided ^ato-kipc oid

fhe 1 a R ed d© r is (k_s Q

15-3- 1=1 Pat c/oicbfe STded s'alofccpe cr| fhe label

for Eks4
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