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1.1

CHAPTER 1

INTRODUCTION

introduction of Industrial Training

Industrial training is a compulsory component of the curriculum which
aims to expose the students to the real work environment. It is main
component in the Bachelor of Administrative Science syllabus at
Universiti Teknologi Mara (UiTM). The technical and non-technical
outcomes of the course may be assessed and evaluated through this
industrial training. The internship periods for degree's students in
Administrative Science course were given 8 weeks. This industrial
training is start from 20 January 2016 until 16 March 2016 according to
the states. Industrial training is carried out by last year student of UiTM
on the semester 5. So, along the practical training can let students to

expose to the reality and challenging of industry working environment.

Industrial training program intend to provides student pre-professional
working experience, where students are assigned with specific tasks
and responsibilities. It also be should relevant to a student’s personal
career of interests and academic courses, which served as a bridge
between university and the world of industrial. Industrial trainings are
the place that provides the students with the skills and add values that
will help them after entering the world of occupation. Throughout the
industrial training duration, each student is supervised by two

supervisors. One of the supervisors is assigned by Department of



1.2

1.3

Administrative Science and the other supervisor is from the respective
organization. Both supervisors will evaluate and assess the student’s

performances during industrial training.

Objectives of Industrial Training

The general objectives of the training industry are:

To expose students to the work environment and a real environment.
To practice the theory learned at university in the making and solve
real-world problems related to the field their specialization.

To give exposure to knowledge and developments in administration
adopted the latest in the industry.

To develop and bridge the network and collaboration between the

universities and industry.

Goal of Industrial Training

The specific objectives of industrial training are to give students the
opportunity to:

Understand and promote responsible behavior in the workplace that
real.

Gain appropriate industry experience in the field of specialization
respectively.

Appreciate the value of professional ethics.

Soft skills that is appropriate to the environment employment.

Enhance their communication skills.
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1.5

1.5.1

Industrial Training Scope

The scope of Practical Training includes:

Experience in various line of work through guided tasks such as office
administration, file management. development, resource management

and process flow.

Exposure in management and administration aspects including
acquiring overall understanding about processes and operations in

administration.

Involvement in positive activities within the organization.

Organization Background

Introduction of Land and District Office of Pasir Mas, Kelantan
Land and District Office of Pasir Mas, Kelantan starts the operations on
June 3, 2013. It is located at Kompleks Apam Putra, Lubok Jong,
17000 Pasir Mas, Kelantan. Apam Industrial Area, Pasir Mas had
planned for implementation by the State Authority (PBN) to move and
accelerate economic growth in these district. In 1991, the State
Government has approved a site of 129 acres 50 fathoms to progress
as industrial area, especially for Small and Medium Industries (SMls).
The industrial area is located approximately 8 kilometer from the Pasir
Mas town, 14 kilometer from Pekan Rantau Panjang and 600 meter
from “Bandar Baru Pasir Mas”. Land office of Pasir Mas is next to the

Pasir Mas District Council, which also operates on the same date.



The components are available here:

(1) 38 Industrial lot - 92 acres 499 fathoms
(1) Recreational park - 18 acres

(111y Mosque - 2 acres 870 fathoms
(IV) Road - 16 acres 140 fathoms

Figure 1.1: Main entrance of Land and District Office of Pasir Mas, Kelantan.

Figure 1.1 shows the main entrance of Land and District Office of Pasir

Mas, Kelantan.



Figure 1.2: Lobby / Counter Service

Figure 1.2 shows the counter services of Land and District Office of Pasir

Mas, Kelantan.

1.5.2 Goals, Vision, Mission and Objectives of Land and District

Office of Pasir Mas, Kelantan
1.5.21 Goal

Towards EFFICIENT WORK CULTURE with a CLEAN and

FAIR ENVIRONMENT for CUSTOMER SATISFACTION.

1.5.2.2 Vision

To become a leading institution in providing high quality services

in the era of technology and globalization by year 2020.



1.5.2.3

1.5.2.4

Mission

Managing and administer the Land and District matters to
achieve balanced development and always provide sustainable

services and customer friendly.

Objective

1. Provide a clean, efficient and trust services to the people.

2. Determine administration management of matters relating to
religious, social, cultural is managed as well as possible as the

state government's policy of "Islam as Addin".

3. Determine the administration and development of land in the
district was conducted by the National Land Code, as well as the

policies decided at the state level efficiently and effectively.

4. Establishing a colony that developed through the
implementation of community development with physically and

spiritually.

5 Make the colony as a center for coliecting data and

information and create an independent and dynamic people.



1.5.3 Official Logo of Land and District Office of Pasir Mas, Kelantan

Figure 1.3 : Logo of Land and District Office of Pasir Mas, Kelantan.

Figure 1.3 shows the logo of Land and District Office of Pasir Mas, Kelantan.

PURPLE Official Colour of Land and District Office of Pasir Mas,Kelantan.

RED Flag Colour of Kelantan.

1.5.4 5S Program

Figure 1.4 : 5s Program

Figure 1.4 shows the logo of “5s Program” that had been applied at

Land and District Office of Pasir Mas, Kelantan.



1.5.5

1.5.6.1

Vi,

Vil.

viii.

Xi.

Xii.

Xiil.

Xiv.

XV.

XVi.

XVil.

Core Business and Function of Land and District Office of

Pasir Mas, Kelantan

Among the divisions in the Land Office of Pasir Mas is:

Administration unit
Manage the administrative and financial effectively and efficiently in
order to improve the quality of administrative management.
Supervise staff discipline and process to disciplinary action.
Manage all holidays, preparing and processing documents for
retirement.
Coordinate courses, seminars and workshops to enhance
understanding of the policies and regulations while working.
Coordinate the annual performance evaluation and human resource
management panel (HRDC).
Manage Punch Card system.
Registration “confidential” letters.
Delivery of internal and external correspondence.
Managing and maintenance office equipment.
Managing phone service.
The payment of staff salaries.
The payment of travel claims / overtime.
Managing amendments or additional expenditure aliocated.
Managing the preparation of income tax returns.
Managing vot book.
Managing books salaries.

Managing the purchase of goods and office equipment.



xviii.  Managing and maintenance of the form list of capital assets or
inventory books and office supplies.
Xix.  Managing and maintenance of capital assets.
xx.  The recruitment of staff.
1.5.5.2 Development unit
i.  Design development work.
ii. Implement small development projects.
iii.  Coordinate small projects development.
iv.  Monitoring and evaluating development work.
v. Tell the leaders of the projects that have been approved.
vi.  Determine whether the project could be implemented through direct
purchase or a quote or so.
vii.  If the direct purchase can be done, the project can be commenced or
consultation, to ensure that wholesalers or suppliers.
vii.  Implementation of a project depends on its importance at a time,
request changes to be made before other projects implemented.
ix. Projects to be implemented depending on the cost of the approved.
x.  Add the cost of the project is only possible if the additional allocation
approved.
1.5.5.3 Land and Disposal unit

Application for surrender of land ownership.
Simultaneous application of subdivision and change of land condition.

Application to change conditions, subdivision or part of the land.



iv.  Processing applications for conversion of land use from agriculture to
industry.
v.  Alienation of land under the Land Act.
vi.  Processing applications for subdivision or division.
vii. ~ The alienation of land and handing back land for development
purposes on land owned.
1554 Registration unit
i.  Register land titles.
ii.  Sign up and non-business transactions.
iii.  Receiving instruments and non-business transactions.
iv. Check the documents to determine eligibility for registration in
accordance with laws and regulations.
v. Make a note of the registration documents of titte memorial list on the
computer
vi.  Prepare and register temporary and permanent ownership title.
vii.  Provide official search certificate and private search for land.
viii.  Check and bind documents of title, instruments and non-business
transactions.
1.6.5.5 Revenue unit
i.  Coordinate, collect revenue in a way more effective.
ii.  Smooth running of the payment system of taxes / local results.
iii.  Coordinate monthly revenue collection reports
iv.  Gathering information on the ground for the purpose of monitoring.
v Policy formulation and planning annual collection of land revenue.

10



1.5.5.6 Technical unit

vi.

Vil

Making land evaluation for transactions and non-land transactions.
Conducting investigations and the preparation of reports for
Applications for industrial / construction / agriculture / on land owned /
government.

Law enforcement against intrusion / encroachment on State land
illegally under Section 425 of the National Land Code 1965.

Making enforcement of transfer activities rocks without permission.
Monitoring and enforcement of violation of land use.

Investigate and report involving public complaints related to land.
Checking the pre-count that coincides with the plan approved by the

State Authority.

11



1.5.6 Organization Chart of Land Office of Pasir Mas

Dr. Tuan Haji Che Hamat bin Haji Che Muda |

KETUA JAJAHAN ‘
Ruslan bin Hassan
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Figure 1.5: Organizational Chart of Land and District Office of Pasir Mas,

Kelantan.

The figure 1.5 shows the organizational chart of Land and District

Office of Pasir Mas, Kelantan.
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1.6

1.6.1

Administration Unit

Administration unit also known as “Unit Khidmat Pengurusan” is one of
the unit under Land and District Office of Pasir Mas, Kelantan . Land
office consist of six units including Administration unit, Development
unit, Technical unit, Land and Disposal unit, Registration unit and
Revenue unit. Overall, administration unit consisted of 12 staffs and a
group of practical students that work together under the same roof
achieving its goals. Administration unit is the important units that heips
the organization running well and ensure the welfare to the workers.
This unit also very busy and tough during audit from National Audit
Department of Kelantan because they must ensure the progress of

organization is running well.

Objective of Industrial Training at Administration unit.

| have been placed in administration unit at Land and District Office of
Pasir Mas, Kelantan. During internship for 8 weeks, there are
objectives from this training that can be adapted:

Improve the communication skills and can do more than one works.
Learned in management files.

Learn how to manage a tough situation with unexpected people.
Learned how to answer a question from people by the phone call
(Operator).

Built cooperation between staffs and other practical students in

administration unit.

13



1.6.2 Organization Chart of Administration Unit

|  KETUA PENOLONG KETUA JAJAHAN
' Encik Hasanul Hariz Bin Ab'llah Zawawi

PENASIHAT (PEGAWAI EXSEKUTIF}
Encik Mohd Sani bin Yahya
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| KETUA ZON (KETUA KERANI} G —
| Zainal Abidin bin Ab. Rahman i FASILITATOR {PENOLONG AKAUNTAN)
| Neor Farizan bt Che Ali
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1
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' TADBIR) TADEIR) ~ TADBIR) TADBIR) R J OPERASI)
AL k% R e U 3 U J.J L %

Figure 1.6: Organizational Chart of Administration unit.

The figure 1.6 shows the Organizational chart of Administration unit at Land

and District Office of Pasir Mas, Kelantan.

Based on the figure 1.6, the top one at Administration unit is known as Chief
Assistant District Officer that is Encik Hasanul Hariz Bin Ab’llah
Zawawi. Meanwhile, Chief Assistant District Officer is helped by Executive
Officer and Accountant Assistant which is being the importance person at
administration unit which are Encik Mohd Sani Bin Yahya and Puan Noor

Farizan bt Che Ali . Besides, the positions as Chief Clerk is Encik Zainal

14




Abidin bin Ab. Rahman. Encik Zainal is helped by a few of staffs under him
which is Encik Azami bin Ismail and Encik Mohd Yusri bin Yusof as Operation
Assistant and consists of six Assistant Administrative Officer which are Puan
Noraida bt Abdul Rahman, Puan Rosenani bt Rashid, Puan Norbaya bt Yusof,
Puan Wan Rohbaini bt Wan Mamat, Encik Mohd Zaki bin Harun and Encik
Mohd Affandi bin Yusoff. Each of staffs managed the different work with
specific task but all of responsibility towards administration unit monitors by
Encik Hasanul Hariz bin Ab’llah Zawawi (KPKJ). In the beginning of
internship, all of practical students are under Encik Mohd Sani bin Yahya as a

supervisor.

15



2.1

2.2

CHAPTER 2

SCHEDULE OF PRACTICAL TRAINING

Introduction

During the 8 weeks of practical training period, | was assigned in
administration unit. | spent 8 weeks period in this unit under the
instruction of my supervisor, Encik Mohd Sani bin Yahya which will
conduct and teach me as trainee. The trainee which is me was given
with various tasks which relevant to my degree while others are for the
purpose of exposure to other fields that are semi-related. Besides that,
the organization have helps me to improve my soft skills as well as
management techniques when dealing with superiors, subordinates

and the public.

Schedule of Practical Training

For the period of within 8 weeks, supervisor had given several tasks
and jobs to enhance the trainee’s knowledge. The trainee did several
tasks for helping the staff in the organizational especially the trainee’s

division.

16



Week One: (20"-21%" January)

On my first week of practical training, | made a report duty to the Chief
Assistant District Officer (Administration), Encik Hasanul Hariz bin Ab’llah. He
was informing me about working hours and dress code for civil servants.
Besides that, Encik Hasanul Hariz bin Ab’llah has explained to me about the
history of establishment of Land and District Office of Pasir Mas, Kelantan.
Other than that, he also exposed me to the objective, missions and visions of
Land and District Office of Pasir Mas, Kelantan. Land and District Office of
Pasir Mas have 6 unit which is Administration unit, Technical unit,
Development unit, Land and Disposal unit, Registration unit and Revenue

unit. I have been placed at the Administration unit in the offices.

During this week, | have to summary the bill / payment receipt. The summary
of payment transactions is made for reference by assistant accountant. | also
learn to use fax machine and photocopy machine. For the fax machine, the
first step is i need to push button hook and enter the number. After that, put
the letter and push button start. For the photocopy machine, the first step is
put the paper and change the setting if needed. After that, copy documents
page by page. | also been asked to stamp the document from financial
administrative assistant and stamp the approval of payment and voucher
number to the voucher payment for the year 2015. My supervisor also asks
me to send an event letter to the specific officers in very unit at the office. The
purpose of the letter is to inform the officers about the event that they

involved.

17



Week Two: (24" -28™ January)

On my second week of practical training, the auditor from the National Audit
Department came to the office. | been asked to print out “checklist central
responsibility for the preparation of payment vouchers” for each payment
voucher for the year 2015 and compiled every attachment payment vouchers
according to the checklist (handle over 1600 of voucher payment). Each
payment voucher and attachments that have not been stamped the approval
of payment and vouchers number have been checked and stamped. After
that, i need to filing all the payment voucher. Five large file are used in this

task.

Other than that, | compiled “Akaun Kena Bayar’ (AKB) from voucher
payments into a file. Assistant accountant also asked me to separate
‘Laporan Bulanan VOT Mengurus Bagi Tahun 2015" according to the monthly.
| also filing ‘Laporan Harian Buku VOT Bagi Tahun 2014 dan 2015” according
to the code. Besides that, | assigned to stamp the approval of payment to the
voucher payment for the year 2016. The tasks given are related to the audit

purpose.

During this week, my supervisor has been asked me to do a list of names of
staff according to salary and grade. | also help the staff to store the office
equipment and photocopy the documents. This organization held two talk
every week on Wednesday and Thursday. | have been assigned to distribute
feedback forms of weekly talk on Wednesday and mark the attendance of
staff to the talk programme “Ubudiyah, Mas’uliah, ltgan” (UMI) on Thursday.

After that | need to analyse feedback of staff and enter the attendance data of

18



staff from the talk. This week the talk is delivered by Jabatan Hal Ehwal

Agama Islam Negeri Kelantan (JHEAIK).
Week Three: (31® January -4" February)

On my third week of practical training, i help staff make the information board
on how to apply for leave through “HRMIS”. Human Resources Management
Information System (HRMIS) is an application system that covers all aspects
of human resource management of the appointment of civil servants until their
retirement. HRMIS is a new approach to human resource management,
comprehensive and integrated approach to address the multiple barriers in
public sector management. So that, the application of staff’s leave is recorded

into system and this will easiest the process of applying the leave.

Other than that, i have been asked by my supervisor to handle the officers’
promotion which is compile the document of the officers and separate the
performance appraisal of officers into another envelope and classified as
“CONFIDENTIAL”. Performance appraisal is one of the criteria that must be
fulfilled by the officers. | also must ensure the application of officers

promotions have copy of document and keep in the file for each officer.

| have assigned to re-record the data of two companies from “Laporan Harian
Buku VOT Tahun Kewangan 2015”. The data must include the date, amount

and voucher number. The data is obtained from the SPEKS.

On this week, i also assigned to stamp the certificate of appointment of
“Penghulu” (106 certificates). After that, i distribute the memo event of

“‘Appointment of Penghulu Jajahan Pasir Mas dan Rantau Panjang” that will

19



be held on 3™ February 2016. On that day, i need to take the attendance of

the participants at the registration counter.

The other task that | have do in this week is compiling the application of intern
student according to the date of training, edit and print passport photo of
officer, fax the document to several government departments about the report
of Pasir Mas road project phase 2, search the video for weekly talk
programme on Wednesday, and take the attendance of staff to the talk
programme “Ubudiyah, Mas'uliah,ltgan” (UMI). Besides that, | also photocopy
the letter and documents and help the staff take the office equipment in stock
room. The stock taken must be monitored by staff and trainee at

administration unit. Every stock taken is recorded.
Week Four: (7" -11" February)

On the fourth week of my practical training, i have distributed feedback forms
of weekly talk from Ustaz Mohd. Dusuki about “Ujian Ketagwaan”. After that, |
analyse feedback of staff and enter the attendance data of staff to the talk
On 10" February 2016, i was assigned at Counter Service to pick up a phone
call and connect the call. | also have to do the filing for voucher payment for
the year 2016. Other than that, i have been asked to photocopy the
documents. | also help Secretary District Officer records the minute meeting
which is write in the logbook that meeting District Officer need to attend. For
the meeting conducted in this week required me to help the staff prepared the
food for meeting. Last day from this week, i assigned to take the attendance

of staff to the talk programme “Ubudiyah, Mas’uliah, Itgan” (UMI).

20



Week Five: (14" -18" February)

On the fifth week of my practical training, financial administrative assistant
have been asked me to filing the voucher payment of “Gaji Baucar
Berasingan bagi tahun 2014, 2015 dan 2016". [n addition, i also stamp the
logo of land office to the staff certificate and separate according to the unit.
The certificate is from the programme of “Puspanita” that have been held on

December 2015.

As usually, i also search the video for weekly talk programme on Wednesday,
photocopy the documents and memo, distribute the feedback forms of weekly
talk programme and analyse feedback of staff and enter the attendance data
of staff to the talk programme “Ubudiyah, Mas’uliah ltgan” (UMI). This week
the title of the talk programme is “Bagaimana Alam Kubur Kita”. Among the
other task that i have been asked to do is fax the letter feedback to the next

intern student and record the leave of staff at Administration unit.
Week Six: (21% -25" February)

On sixth week of my practical training, | helps the staff in administration unit to
copy and compile the “finger tac” of staffs. The copies of “check in” and
“check out” by the staffs to the office is used for the purpose to check their

punctuality.

Other than that, assistant accountant have been asked me to find out the
payment data to the catering. | have print and calculated the actual amount

that has been paid. | also search the voucher payment number, invoice
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number and the date of payment to be referred by the assistant accountant.

The catering has complained that the payment made is not full.

On 23" february 2016, | was attending “Kolokium Wanita PEMADAM
Kelantan 2016: Penyalahgunaan Dadah & Bahaya AIDS". This programme
has been held at Dewan Teratai, Kompleks Darul Naim, Kota Bharu Kelantan.
This program has three sessions which is the first session is about
“Kemabhiran Keibubapaan dan Kasih Sayang Keluarga”’, the second session is
‘Bahaya Penyalahgunaaan Dadah dan Kesan AIDS/HIV®, and the last

session is “Forum Keruntuhan Akhlak: Remaja Perkasa, Harapan Bangsa’.

| also attend the meeting with committee member about the event of “Family
Day”. The event of “Family Day” will be held on 4™ and 5™ mac 2016. This
meeting discuss about the event and all the trainees will be assigned to

conduct the sport event on that day.

As usually, i help the staff of the other unit to take the office equipment in
stock room. | also distribute the feedback forms of weekly talk programme and
analyse feedback of staff and enter the attendance data of staff to the talk
programme of “Ubudiyah, Mas'uliah, Itgan” (UMI). This week the title of the

talk programme is “Preparation to Have Children”.
Week Seven: (28" February -3 March)

On the seventh week of my practical training, | was assigned by assistant
accountant to stamp the donation receipt book of building mosque at Bunut
Susu. There are 20 receipt books of RM5 and RM10. | need to stamp the

date, period and phone number that of the person that incharged for this
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donation. The meeting with Deputy District Officer and Chief Assistant Land
Officers was held on this week. The meeting is about the land files. The
Deputy District Officer pointed all the trainees to involved in compile and filing
the old and new land files. In this meeting also we are discuss about the
storage and ways to store the files and what the action to take to the files.
This task was given because the land files were messy because of flooding in
Kelantan at the end of the year 2014. This week, all the trainee start arranged
the files of Land according to the years and the colours which are red and

green.

| also help financial administrative assistant give the letter of payment salary
to the assistant operation to send it to the “Setiausaha Kerajaan Negeri’
(SUK). Other than that, i was assigned to help the staff buying the gift for the

event “Family Day” on 4™ and 5" March 2016.

The usual task that | have done on this week is help the staff in the other unit
to take the office equipment in stock room, photocopy the documents and
distribute the feedback forms of weekly talk programme about “Dajjal Fitnah
Terbesar Akhir Zaman”. After that, | analyse feedback of staff and enter the
attendance data of staff to the talk programme “Ubudiyah, Mas'uliah,ltgan”

(UML)
Week Eight: (06™ —10" March)

On the eighth week of my practical training, i go to "Majlis Agama Islam dan
Adat Istiadat Kelantan (MAIK)" to stamp the logo of MAIK to the donation
receipt books of building mosque at Bunut Susu. My supervisor has been

asked me to record the list of stock taken by the staff according to the months.

23



It is because to prevent the misused of staff in taking the office equipment in

the stock room.

| also compile the files of Land and put it on the box according to the files
number. On this week also | was assigned to receptionist at the counter
services. Assistant accountant also have been asked me to record “Butir-butir
menunjukkan butiran sebagai kod 35000-harta-harta modal yang lain” (based

on the department that involved).

As usually, this week i do photocopy the documents, fax the letter and
distribute feedback forms of weekly talk programme about “Setitis Air Mata Ke
Syurga”. After that, | analyse the feedback of staff and enter the attendance

data of staff to the talk programme “Ubudiyah, Mas’uliah,ltqan” (UMI).
Week Nine: (13" —16" March)

On the last week of my practical training, | was assigned to separate the
payment voucher for the year 2016 and compile into a file. | also help the staff

in the other unit to take the office equipment in stock room.

Other than that, | help the staff to pass the letter to the other staff at “Unit
Pendaftaran”. | continue record the list of stock taken by the staff according to
the months and compiling the old and new files of land. As usually, i
photocopy the documents, fax the letter and distribute feedback forms of
weekly talk programme about “Kiamat Semakin Dekat”. After that, | analyse

feedback of staff from the talk.
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CHAPTER 3

ANALYSIS

Task analysis

During my practical training at Land and District Office of Pasir Mas,
Kelantan, | have been given several tasks that give me a lot of
experiences and knowledge gained from the environment there. From
that, | have been applied the theories and concept that | have learned
from the class with my practical training experiences in Land and

District Office of Pasir Mas, Kelantan.

Organizational Behavior (ADM501)

According to Robbins and judge (2009), they defined organizational
behavioral as a field of study that investigates the impact that
individuals, groups and structure have on behavior within the
organization, for the purpose of applying such knowledge towards
improving an organization’s effectiveness. In other word, organizational
behavior can be described as the study of what people think, feel and
do in and around organization. It focuses on employee behavior related
to employment that related to situations such as jobs, work,
absenteeism, employment turnover, productivity, human performance

and management.
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In Land office, organizational behavior (OB) can be seen among the
employees of this organization. Besides that, this subject gives a
greater impact towards this organization in process and delivery
service, for example, one aspect of OB that clear in Land office is
communication among the employees. Communication can be refers to
process by which information is transmitted and understood between
two or more people. This is mean, the sender’'s transmitted his
intended meaning towards the receiver, and meanwhile the receiver

understood the intended meaning given by sender.

There are a few importance of communication in organization. One of
that is the vehicle through which people clarify their expectations and
coordinate work, which allows them to achieve organizational
objectives more efficiently and effectively. Secondly is the vital
instrument for organizational learning and decision making. Thirdly,
communication is aids employee well-being. This is means, information
communicated from co-workers help employees manage their work
environment, telling them, for instance, how to complete work

procedures correctly or handle difficult customers.

Furthermore, every organization in the world has an organizational
structure included Land and District Office of Pasir Mas. Organizational
structure can be defined as a division of labor as well as the pattern of
coordination, communication, workflow and formal power that direct

organizational activities.
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3.21 My experienced on applying OB in practical training

During my practical training, | have experienced 3 types of
communication flow in Land and District Office of Pasir Mas which is
downward, upward and horizontal. Downward communication occurs
when the superior gives his command to subordinates. This
communication flow is used by the managers to transmit work-related
information to the employees at lower levels. Employees require this
information for performing their jobs and for meeting the expectations
of their managers. Downward communication often occurs when my
supervisor, Encik Sani bin Yahya asked me to do some review of mark

for performance appraisal for officers promotion.

Besides that, upward communication is communication that flows to a
higher level in an organization. There are a few advantages of this
communication which are it can provides feedback on how well the
organization is functioning, the employee can convey their problems
and performances to their superiors; employee can tell how well they
have understood the downward communication; employees can share
their views and ideas and to participate in the decision-making process,
leads to a more committed and loyal workforce in an organization; and
the managers get to know about the employees feelings towards their
jobs, peers, supervisor and organization in general. | also experienced
it when | have an often discussion with my supervisor due to the task
given by him. When | have any confusion towards the task given, he

understands on my situation and tries to explain the task in easier way.
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Meanwhile the horizontal communication flow is a lateral
communication which is communication between peers, between
managers at same levels or between any horizontally equivalent
organizational members. It is used to fulfill the socialization needs,
coordinates the activities, enable better understanding of individual and

responsibilities and also help to individual solve their own problems.

As a conclusion for this part, within my practical training period, one of
the important experienced that | can gain from Land office is improving
my interpersonal relationship by having a good relationship with land
office’s staff. From the good relationship, | can learn much on how their
work and how they build their interpersonal relationship with other
people from different department. Moreover, as practical student, |
have to give my best performance towards the task given by all senior
administrators in that department. All of the experience that | gained
during practical training teaches me to more committed and

responsible towards the work.

Human Resource Management (ADM551)

According to Maimunah, she define Human Resource Management
(HRM) as a development and implementation of system in an
organization which designed to attract, develop and retain a high
performing workforce. Besides that, human resource management can
be considered as an activity found in an organization whether they are

business or service oriented, large or small.
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Land and District Office of Pasir Mas is organizations that practice the
performance appraisal towards his employees. Performance
Appraisals is the assessment of individual's performance in a
systematic way. It is a developmental tool used for all round
development of the employee and the organization. The performance
is measured against such factors as job knowledge, quality and
quantity of output, initiative, leadership abilities, supervision,
dependability, co-operation, judgment, versatility and health.
Assessment should be confined to past as well as potential
performance also. The second definition is more focused on behaviors

as a part of assessment because behaviors do affect job results.

The purpose having the performance appraisal is to improve the
company's productivity; to make Iinformed personnel decisions
regarding promotion, job changes, and termination; to identify what is
required to perform a job (goals and responsibilities of the job); and to
assess an employee's performance against these goals. There are a
few types of appraisal and assessment term which is traditional, self-

appraisal, employee-initiated reviews, and 360-degree feedback.

The traditional ways to evaluate employees performance is a manager
sits down with an employee and discusses performance for the
previous performance period, usually a single year. The discussion is
based on the manager's observations of the employee's abilities and
performance of tasks as noted in a job description. Other than that,
self-appraisal is where the employees are responsible for their own

performance by assessing their own achievements or failures and

29



3.31

promoting self-management of development goals. It also prepares
employees to discuss these points with their manager. Besides that,
employee-initiated review is employees are informed that they can ask
for a review from their manager. Adherents to this type of review
process contend that it promotes regular communication between staff
and managers. Finally, 360-degree feedback is feedback on an
employee's performance being provided by the manager, different
people or departments an employee interacts with (peer evaluation),
external customers, and the employee himself. This type of feedback
includes employee-generated feedback on management performance

(also known as upward appraisals).

Furthermore, Land and District Office of Pasir Mas also always sent
their employees to join the training and the development that organize
by Land and District Office of Pasir Mas itself. Training and
development can be defined as a set of intervention of activities aimed
to facilitate learning of knowledge, attitude, and skills among its people
in the organization to improve their current job performance and
contribute to the to long-term planned efforts to enhance the total
growth of human resource that will lead to fulfilment of personal and

organization goals.

My experienced on performing HRM in practical training

During my practical training, | have been experienced to review the
performance mark of Land office’s officers. My supervisor explained to

me about the promotion that will be appointed to officers that qualified
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according the evaluation. The promotion must be handling properly and

“confidentially”.

My other experienced during practical training, | have been trained by
my supervisor and senior administrator in that department to perform
the task given with effectively and efficiently. For instance, my
supervisor ask Puan Norbaya to trained me about her task which is
key-in the data of employee’s leave into human resource information
system based on service record book. She teaches me on how to
access by using staff ID to login in the system. Then she showed to me
which information from service record book need to be filled in into the
system. Not only that, she also informed to me the types of leaves with
clearly, so that | do not confused with the type of leave. This is really

helping me to perform the task with effectively and efficiently.

Management Information system (CSC408)

The other subject that can | relate to my practical training in Land and
District Office of Pasir Mas, Kelantan is Management information
system (MIS). MIS can be defined as a system which provides
information support for decision making in the organization. It also an
integrated system of man and machine for providing the information to
support the operations, the management and the decision making
function in the organization. Moreover, it also can be referred as a

Computer based Information System. In other words, all of them
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converge on one single point, which 1s the MIS is a system to support

the decision making function in the organization.

The subject of MIS gives a huge impact towards the organization like
Land and District Office of Pasir Mas such as the impact on the
functions in management. By having MIS with a good support, the
management of marking, finance, production and personnel become
more efficient. Moreover, the tracking and monitoring of the functional
targets becomes easy. The functional, managers are informed about
the progress, achievements and shortfalls in the probable trends in the
various aspects of business. This can helps the Land and District

Office of Pasir Mas in forecasting and long- term perspective planning.

Technology is vital aspect that needed in an organization. The MIS
used in Land and District Office of Pasir Mas help the organization in
competing in the advancement of technology changes. There are a few
system used by Land and District Office of Pasir Mas in order to
perform their job efficiently and effectively. One of them is the intranet
which is a computer network that uses Internet Protocol technology to
share information, operational systems, or computing services within
an organization. In many organizations, intranets are protected from
unauthorized external access by means of a network gateway and
firewall. In Land and District Office of Pasir Mas, the staffs are provided
with a local area network (LAN) which is confined within the building of
Land and District Office of Pasir Mas to connect the device with a
limited geographically such as an office. By having intranet in Land and

District Office of Pasir Mas it can help to having better internal
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communications among the staffs where corporate information can be
stored centrally and accessed at any time. Moreover, Land and District

Office of Pasir Mas also can reduce the work by having paperwork.

Besides that, Land and District Office of Pasir Mas also have web
attendance system (finger tac/ face tag) in order to record the
attendance and the absentness into the workplace. Usually, the
machine attendance will be located at the place that easier to staff
used it such as near to the entrance. As aligned with the advancement
of the technologies and for security purpose, Land and District Office of
Pasir Mas used a biometric input device that checks the finger tac or

face tac to ensure the right person that logging in and out.

My experienced on applying Management Information System in

practical training

One of my experienced in applying MIS during practical training is
using the intranet that available in land and district office’s building.
However, the intranet is limited within the building and security
password also will be needed in order to use it. Thus, | have to ask
from senior staff to get the security password due to perform the task
given by my supervisor. Besides that, | have been used the internet in
order to connect the system that required. | also used to key-in the

information regarding the staff's attendance on the talk programme.

As a conclusion for this part, every organization like Land and District
Office of Pasir Mas has to applying the management information

system in to the organization. This can help the organization to perform
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the work more effectively and efficiently. Apart from that, this can
encourage Land and District Office of Pasir Mas to compete with other
organization in order to deliver the best service to customer. Moreover,
Land and District Office of Pasir Mas also need to adapt the
advancement of technologies nowadays into organization to facing the

challenges that arise from internal and external environment.

Ethics in Administration (ADS452)

Ethics and behavior is the important aspects in the workplace.
According to John Maxwell, in his recent book “There’'s No Such Thing
as Business Ethics,” explains various reasons for ethical
transgressions, including that people just rationalize their choices with
relativism. Sometimes people failed to “do the right thing” and they did
not act with good behavior. When lack in ethic will cause the bad
behavior. In fact, ethics and behavior are just as important to most
companies as performance as high morale and teamwork are two
ingredients for success. All business has certain guidelines to which its
employees must obey. A key component to workplace ethics and
behavior is integrity, or being honest and doing the right thing at all
times. For example, the members of the Land and District Office of
Pasir Mas must possess a high degree of integrity, as those who
manage and work primarily with money. Workers with integrity avoid
misused of power and the performance of organization also will be

better.
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My experienced on applying Ethic in Administration in
Practical training

During my practical training, | helped a lot monitored the stock room.
Actually, every week | involved in helping the other staff from the other
unit to take the office equipment in the stock room. In the Land and
District Office of Pasir Mas, stock is very limited and the misused of
stock is very taken care by the administration unit. The stock is taken
from “Setiausaha Kerajaan Negeri (SUK)" with order list. SUK will
purchase the stocks and because of that the stock is very limited if
there is misused. From that, | have learn ethic in the workplace with
ensure the stock taken are recorded the name of staff and what goods
are being taken. This will prevent the misused in stock room. | also was

assigned to record the data of stock “in” and “out” every month.

Furthermore in disciplined myself to work in ethic, i wake up early in the
morning to ensure punctuality. This is because the trainees also
involved in the “finger tac/ face tac” to ensure their punctuality. A
misconduct or misuse must be prevented in workplace.
Professionalism is very important to become trustworthy person. When
trustworthy, person must complete the task given at the right time. For
example, my supervisor has asked me to compiete my logbook every

week. | will ensure my logbook is completed before get his sign.
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Project Management (ADS512)

Project management is the use of processes, methods, knowledge,
skills and experience to achieve the project objectives. A project
planned must achieve the objectives with reasonable outputs,
outcomes or benefits. Successful project will achieve the criteria, within
an agreed timescale and budget. A project also invoived the team
workers with work together under the same roof to ensure the project is
well implemented and running well as well as planned. The way the
work iIs managed depends to the team leader. The way they managed
the task is important in completing the project. Project management is
important to identify the strength and weakness of the project. The
challenges and barriers will overcome with managing the flow of
project, time and budget needed for the event. It is also important to

balance the time, quality and the cost of the project.
My experienced on applying Project Management in
Practical training.

During my practical training, | was assigned to involve in “Family Day”
event. All the trainee are invited to that event without any charged of
fee. “Family Day” event was held on 4™ and 5" march 2016 at Suria
Beach Resort, Kuala Terengganu. Even though that event was held on
weekend, this project are be managed earlier with involved the
trainees. Me as a trainee was involved in meeting with committee
members. In the meeting we are discuss about the games that will be

held on that day and what the prizes will be given. With agreement of
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all committee members, we will give all present to the kids and adults
that involved in the games. The prizes are different according to the

ranking.

Furthermore, the trainee also involved in monitored the prizes which
ensure the prizes are enough to the winners and ready wrapped. On
that day, the trainees are fully involved in the games and ensure the

game is running well. Thanks to god the event is fully success.
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CHAPTER 4

RECOMMENDATION

Introduction

This chapter will highlight and discuss the strengthens and
weaknesses of tasks that been given by the administration department.
Through this chapter also, | have been suggest some of
recommendation in order to making improvement and overcome the
obstacles of task. Thus, Land and District Office of Pasir Mas should
do the recommendation in order to get the huge benefit for their

organization itself.

The strength of jobs

The first strength that | can see during my practical training is the
system that possessed by Land and District Office of Pasir Mas called
as human resource management information system (HRMIS). By
having the HRMIS, this make the information of every staffs in
organization can be kept with the efficiently. Thus, any changes can be
made easier, fast and effectively compared to the traditional way in
storing the information of staff. For example, with the advancement of

technologies nowadays, | can perform the task smoothly.
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Besides that, | have improving my communication skills during this
time. This is because; | can communicate effectively with my
supervisor during face-to-face communication. Moreover, my
supervisor asked me to learn from senior staff on how to perform their
tasks with more detail. During this time, the communication occurs
when the senior staff explained their task and | always asking the part

that | do not understand.

Apart from that, | also learn on the advancement of technology used in
the Land and District Office of Pasir Mas that used in term of storing
data, accessing data and communication with each other. With this
advancement of technologies, | have been applied the subject that |
learn from UiTM during my practical training. For example, | have been

used internet in order to access the system to done my task smoothly.

Finally, the strength that | found in Land and District Office of Pasir Mas
during practical training is involved in every unit in organizations.
Deputy District Officer pointed the trainees to involve in compiling the
old and new of land files. Thus, | have gained new experienced at other
unit with working together among trainees. We as a trainee can
exchange the opinions and experiences together and our bonds is

become strength.
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The weaknesses of jobs

The weakness that | found is the internet infrastructure is not
satisfactory. This affects me in performing the task given with
effectively and efficiency. For instance, there one day when | need to
search the data through SPEKS, the internet connection was system

down and | have to delayed my work due to the problem arise.

Secondly, the weakness that | found is they faced not enough
resources. Since the trainee are assigned to filing and compile the land
files due to flood that occurs in Kelantan at the end of the year 2014,
the organizations must supply the resources at the right time to easier
the task. The lack of resources that they facing is regarding to boxes.
The trainees take days to get the boxes and this hinder effort to work.
The organizations need to supply the resources quickly to run smoothly

the task.

Thirdly, the weaknesses | found in Land and District Office of Pasir Mas
are poor work culture among some senior staff There are too
comfortable in comfort zone that lead no competitiveness in their self.
Thus, this culture will affect the effectiveness and efficiency of
organization itself. In addition, when this culture continuously among
some staff, this will give a bad image towards organization and will lead
the new staff that entered in organization to emulate the culture of

senior staff.
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Recommendations

During my practical training in Land and District Office of Pasir Mas for
8 weeks, | have gained a lot of new things and experienced that needs
me to prepare mental and physical to facing a challenges in a real
situation of workplace. Here | have included some recommendations
that will be need by Land and District Office of Pasir Mas to perform
more effectively, efficiency and give benefits towards organization

itself.

Firstly, in order to achieve the vision, mission and objective of Land and
District Office of Pasir Mas, | suggest that Land and District Office of
Pasir Mas itself need make some improvement on the internet
structure. This is due to every transaction and business can be made
by using technology and internet. If organization still in poor internet
infrastructure, this will lead the organization left behind from other

organization to adapt the new technologies in deliver their service.

Secondly, | suggest that the Land and District Office of Pasir Mas to
have a formal introduction for new staffs or practical training student.
This will help the new staffs or trainee to familiarize themself with each
other. Thus, this can help them to communicate with each other.
Besides that, | suggest Land and District Office of Pasir Mas to put
especially practical students in a group of senior staffs in order to help
the practical student to gained more knowledge and experienced about

the workplace.
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Finally, 1 want to suggest the Land and District Office of Pasir Mas to
have a strong leadership among the head of department. By having a
strong leadership, this will help to avoid the bad cuttures that exist in
the organization. Thus, Land and District Office of Pasir Mas has to
conducting training for every head of department to prepared them
necessary skills as a leadership in order to them facing a challenges in

changing the work culture.
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CHAPTER 5

CONCLUSION

Intfroduction

Practical training is the good exposure to student in gaining more
knowledge in a real situation of workplace. This exposure can help the
practical student such as like me to be prepare mental and physical in
facing a challenges arise in workplace after graduate from UiTM.
Furthermore, by having practical training, it can help a student to
determine their own strength and weaknesses in a real workplace.
Thus, student can improve the weaknesses and turn it into strength
that his possess. During my practical training in Land and District Office
of Pasir Mas, | gained more knowledge and experience in how to deal
with a real environment working. The knowledge and experienced |
have got from practical training in Land and District Office of Pasir Mas
was interesting and challenging. Thus, | want to conclude the report

based on chapter, as following:

Summary of Chapter 1

In this chapter 1, | had explained about the organizational background
of Land and District Office of Pasir Mas, Kelantan. | also had identified
their vision, mission and objective of the organization. | also know
about the organizational structure such as the hierarchy from lower

until upper level of management. I'm well informed about the
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background of this organization. So, it can enhance my knowledge
after having a practical training in Land and District Office of Pasir Mas,
Kelantan. In this chapter also, | have been include the core business of
Land and District Office of Pasir Mas and their structure of organization

and administration.

Summary of Chapter 2

In chapter 2, | have been including my schedule during practical
training which is the explanation about the task given to me. In other
word, | have explained with more detail that related with my task during

that time from the first week until last week of my practical training.

Moreover, some task that given to me took a few days to finish it
There also the same task that given to me every week. Besides that,
some task that assigned to me needs me to communicate actively with
many staffs from different sub-unit in administration department of
Land and District Office of Pasir Mas. This sharpened my interpersonal
skills and improves my confident level to facing the challenges in

workplace.

Summary of Chapter 3

Besides that, | have been including the analysis of the task that
assigned to me in this chapter. From this chapter, | have been relating
the subject that | learnt from UiTM with the task given by my
supervisor. Among the subjects that have been inciuding is

Organizational Behavior (ADM501), Human Resource Management
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(ADM551), Management Information System (CSC408), Ethics In
Administration (ADS452) and Project Management (ADS512). Thus,
with the subject that | learnt from UiTM can be applied during period of

practical training.

Summary of Chapter 4

In the chapter 4, all organization like Land and District Office of Pasir
Mas will not be excluded from having their own strength and
weaknesses. | have analyzed the strength and weaknesses of task
given to me. In this chapter also, | have been including the
recommendation for Land and District Office of Pasir Mas for better

improvement.

Summary of Chapter 5

In this chapter, | have concluded all the report by each chapter of my
experience during my practical training. In this chapter, we can
understand the scenario in the workplace. Thus, this will lead us to

experience the new thing in a real situation of workplace.
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APPENDIXES

Figure 1.7 : Talk Programme held at “Bilik Gerakan”.
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Figure 1.8 : Key in the attandance of staff to the talk programme.
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Figure 1.9 : Analysis using chart.

Figure 2.0 : Administration unit meeting.



Figure 2.1: Feedback form of talk programme.
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Figure 2.2: E-SPEKS system.



Figure 2.3: Trainees meeting with Chief Assistant Land Officer.

Figure 2.5: Filing and storing the land files.



Figure 2.6: The boxes used to store land files.

Figure 2.7: Fax and photocopy machine.
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Figure 2.8: Files of payment voucher.

Figure 2.9: Stock room.
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PKJ (Pembangunan Masyarakat)
Pegawai Eksekutif (Khidmat Pengurusan)
Penggawa Daerah Pasir Mas

Penggawa Daerah Lemal

Penggawa Daerah Chetok

. Penggawa Daerah Kangkong

. Penggawa Daerah Bunut Susu

. Penggawa Daerah Rantau Panjang

. Penggawa Daerah Gual Periok

. Penggawa Daerah Kubang Sepat

. Penggawa Daerah Kubang Gadong

. Penggawa Daerah Alor Pasir

. Pembantu Penggawa Daerah Pasir Mas
. Pembantu Penggawa Daerah Lemal

. Pembantu Penggawa Daerah Chetok

. Pembantu Penggawa Daerah Kangkong



22. YBrs. Pembantu Penggawa Daerah Bunut Susu

23. YBrs. Pembantu Penggawa Daerah Rantau Panjang
24. YBrs. Pembantu Penggawa Daerah Gual Periok

25. YBrs. Pembantu Penggawa Daerah Kubang Sepat
26. YBrs. Pembantu Penggawa Daerah Kubang Gadong

27. YBrs. Pembantu Penggawa Daerah Alor Pasir
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10.

1.

Student's name: _ NUR SALEHAH BINTI JE MALUDIN

Date & Place of Birth: _3//8//993 (HOSPITAL DAERBH PAS/IR mMAS)

UITM No.- 2012832142

Program: _GACHELOR ADMIN SCIENCE

Year:_20/€ Part: .5

Home address: NO - B5325, KAMPUN G ‘S‘EBERANGr ALOR , SERENDAKH BYUNGA

REPER , |FOFC’ PASIR mAS ; KELANTAN

Address during practical training: NO..5535 » kAMPUNG SEBERANG. ALOR , SERENDAH

BUNGA REPEK » |FOFO PASIR MAS . KELANTAN -

Place of training: PEJARAT TANAH DAN JRTAHAN PASIR MAS

Name of Supervisor in-charge: ENCIK_SAN!_BIN YAHYA

Duration of training : From : 20//2016 to .16/3/2016

®

FOR OFFICE USE ONLY

Remarks: (Dean/Course Tutor)




DATE EXACT NATURE OF WORK DONE SUPER VlSORS. REMARKS
2070116 - Hari pertama memylakan [(athgn proktrkaf
1-30am__|di Pejabat Tanan dan gajghan Pasir Mas -

/DadO hori pertamq memu/aran IGrihan

prakfikal _cayo telah bertemu dengan Puan

Rosnanie binti Rashid (Pembantu Tadbir) di

bahagian pentadbiran - Dia_telah membawa

faya_berjumpo denqar Encik Hasanul Hariz

( Ketua Penciong Ketua gojahan) -

Enciic Hasanul tefah _menerangkan beterapa

perkarg berkQifon  denoah drsrg/_/r_z, agab .
T -~ 7

erkG pemakaian __wakty b(’kej;?g gepamang

menjalani fotihoh praxirkQ) di F,Devrggm

Tanah dan gamahon Pasir Mas - Terdapot

17ga waktu fwlg bekerga yang ditcfapran

di_Pejobat Janoh don (jojahan Posic Ma

C—:‘C-L-.r.-. tf-w-—ﬂh

/qity ¥-30 pagi, & 90 pagi dgn &30 pagyi -

Untuk pelgjar praktixgl menghadiri  kerya@

?ftl-rzc, {:gg,t'j__,/ “::

pada [O0m _§-00 pag - Sayq_tejab _ditempaikan

S=en Jﬁ-@—us'

G . PR

7 bah'agmn ']X/)fedb/ran di Pejabaot Janah

fersebus |

-
\ .

C SN

fe)abat Tonah dop jajohon fhsir mos

-___.L____’
MOHD SANIBIN YAHYA

mempunyal e 3 hoQian  Aniarana

Pegawal EXSekuliT
b p Ketua Jajahan Pasr Ma-




DATE

EXACT NATURE OF WORK DONE

SUPER VISORS REMARKS

bahagian _teknikal_bahagian pembangunan ,

bohagan tonah dan Juga bahagran

pen radbirgn -

_.4
3

ViSi TASATAN

Untuk W@}Odﬁkan P@]abor Tanagbk darr Jaiqhan

wang fcrq/ung daltam menyediokan ’,Dert/)/o’/nof

4ang berEUGHt7 megelong 2020 .

AKTIVITI

Pade hari inj. Sayg telah ditugarkan untuk

dmeringkas kan bil / resit bcrgaran-

Smengecop bebergpa lampirah dokumen -

Saya juQQ telah befajar cAra -carq

menggunarKan mesSin _ FfakSimilr .

Misi JABATAN

mengyrws dan_meniqdbir _hg! ehwal tanah dan

jcch an 'ba,gi mencapQ; ,pembangunon yang

'Jezmbang dan gcenriasq memberi perkhidmatan

b COpm

yoqg Mampon dan mesra  perangqan -

Pegawail EKSekutit
b p Ketua Jajahan Pasir Ma«




EXACT NATURE OF WORK DONE

SUPER VISORS REMARKS

Cm

FOLISTE JTASATAN

Pelaksanagn Amoalan GQE gecara yanq berhemat

dan _mefibarkarn Ssemuda Pegawir_gecarQ s Karela

dengan penuh penghayqran -

QBIEKTIE

Meniadikan Ipe/abo/ fanGh daf)s/"'c{/ahan Py srr

Mas J’(bggqi !pemqng,t/n Yiama kepada

pJenteadbirgn dgn ipmybc_zngc/f7an Jagqhgn

Rosir Mas -

AkTiviTy

fada bari i Soya felah ditugaskan untar

mengecop bukti cah _bayaron den no.bavcar

pada fefiap /Om,p/rar’) baycar bqg&"On fghyn 201

\ouya juga ditugaskan mepghontar Surdt
v d A A A

QC-Q-—&/-__ &:C.gazo'\-\)\s-f‘

k'e’pOda /hd/\/[du fcrfentu  di cepicp bahagian

¥ o~
N~

Preade bty

di Perobat Tanab dan Jqiabhan Pasir Mag -

-~

A

Het bgg~r

&—L‘

P v

1. letarkan terras

(t?uqa fﬁ?mpe/a]an eqra _menqaunQkah mesin \

forogopy: k\m,HD %;\7 s

Cara- Card mengqunGran mesrn  {or1elopd: ¥ SAN_I INYAHY A _
i €9awaj Eksekynf

b p Ketua Jajahan PasirMas———

1. mengubah ‘seffing”

2

mencerak lretigp helciatr

b




DATE

EXACT NATURE OF WORK DONE

SUPER VISORS REMARKS

/ot / 16

ATiVITI

g.00GmM

qua hari ini qya teak Jrtugaskan Okh

Ruan _Wan Rohbaini (Pembonty Jadbir Kewangan,

tuk mencetqk gengrqi  Semak qu&af

fenggungiawab bagi penyedioan baycar

bayaran bagi Ktiap baycar baygran poda 200

Jelepors iy $0YQ_perie Menysun semu/a

settap /arﬂT/)lPOn boucar bayaran bersama

h

lenhorgi  gemak pusar 100ggungdawto bogr

penyedigan boucar bayaran dan fkepilkan

bersama -

Setigp baucar bayQran dan lampironnyQ

gang befum dicop buktr sqh bayaran

dan no- houcgr telah disemak dan dicop

—r

femuila -

5 0 pm

Pegawai Eksekutif

b P Ketua Jajahan Pasir Mas




DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARKS
wBlofe AKTVIT]
_ 8-oo‘am Saya meneruskan tygas telmarin @ity
| mencetak  ‘Senarai gemgk pusat fangoungoweb
: bagi_pengeaiqan baucar bayaran’ bagi
ﬁ‘qp baucar Mvwron ’paaa tghun 2015 -
k Sebor;gok 1600 1ebih baucer bqyqran yang
eriy_diengkapi -
Serefab ity , 0ya meneruskon dengaqn menyusyn
h e1igp bquCqr bogorqn me ngicus susenan -
i no: baular . S
L Sefopas meripsun  sayo memfailcon semua pIrene
boycgr bm/aron feropbut - SebanyQk 5 fail e C‘M""‘“‘)’\“"ﬂ.___
felat _diguna kan Phﬁ"‘w wbﬂ“’ \Wi___
St bgs toix ]
Tuuan_baucgr bayaran dicamaskini_odaloh
wntuk droudrf - e
_ . o\
SayG Jjuaa  dihigIskan memi{oto Copy  bekerapg ’
Y < ’ < MOHDSANIBINYAHYA
i dokumen _don mengecop beherapa surat / . KPeaawaLEksekutzf———_
5OCpm /szplf-of) Sokerman P etuaJaJahanPasnMas




DATE

EXACT NATURE OF WORK DONE

SUPER VISORS REMARK

26(0\ (15

ARKTIVITI

2.CCaygm

menyusun Akaun kena @oyor (AKB) bagr

boucur _bayaran e datam fail - (Tabun 2015)

ﬁwngag/ngkcm laporan  buylgnan yOT

mengurus  hagi tahun 2015 meng ikt

USunan eylanarn -

yusun japoran harign bygu VOT

bog' tghun J0!5 dan 014 _meng: kur

Susunarn dan  kod -

Sebanyak dua kod berbeaq bagi _7ahun

205 dah ;20/§,L~

SQelerns ita,_[gporan harfun bukw VOT ferse bup

/’f“afkkoh dnfur fc‘/r/agn diqydif .

Laya diugaskqn memfOtocopy bobercp o

-Q'E—J?-.-fm c«'_epﬂhmvvl"—w -

5-¢C pm

Brabc et o

obkymer) Yang oiberrkan _qfeh srar

"

Slgs oopre, Tl

D

\--_-/ -
MOHD SANIBINYAHYA—

Pegawai Eksekutif

b-p-RetuadajahanPasTMas




EXACT NATURE OF WORK DONE

SUPER VISORS REMARKS

et TN YT

~€nghad/ri faQkirah _mingguan dar: Jakaran

Hal Enwal Agema Lsfam Negeri kefantan

(FHEA LK) -

menganalisa maklum balas staf. terhadap

program teatrrah peda hori i

lrlem/pL/quH eara memesuickan dota

hadiran T kirah Minggutn stayf .

memfotacopy beherapa dokumen dofi staf .

mengecop baycar bayaran bagi fahun 20/ -

g%mm

Emergesohren (bukti Sah bayaran ) .

e

D e it

n’lszofocopg laporan_gtaf dan menyerahtah

dahngn #o1cCcrpg ferge but k&,pada Saf [ain

MOHD saN| BIN\YAH YA

PO i -
SIS ATERSekulif

b pKetya Jajahan Pagy, Mas




DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARKS
28/01/16 AxTIVITI ;
%-CC gm :membuor 'f/nger fal dan 'face faC  untuk o4
men gecahkon tehadiran harian di pe:/oba_f-
Y Q’L-‘V M
i deworn _untuk disimpan . S
mengombi! bara;gg dr de n ' — =
Dept Bgpor | Tl <
mnembuct Jehcirai namg gra’f megi kut
red _Yntuxk _bulan [januar; - ‘
Y
MOHDSAN‘UIN
S b p KeC T2 Eksenuyy
P Ketua J‘a*ahaf’kpasrrmw
henqbad/ri fa2kirgh  (Umi)
'T1€m7’07‘<3co,b3 /_a_mpjran dbkoumen _yang
diberican 0k _Staf -
3-30{:(‘-’?
3




DATE

EXACT NATURE OF WORK DONE

SUPER VISORS REMARKS

njot/le

a4
s

VR
“J\ 17

Sid

$.cCgn

!

- memfctCeopy Surat dan dokumer; .
T e

ho

- mempantu staf mem balut hadiah -

1O

membantu Staf membgyar hasi!  tgnah

oj bahagian_ hasif

Chembahtu  gro{ membuat papan  Mmarlumat
T T

meng@ nai _cara- cora  miémohen

N W@ &
cunn mefciiur  Hrmis -

| o]

me mbantu- pelajar prarrikal yoang fan

mencari videO untue  taxkirah .

MOHD SANI BIN YAHYA

Pegawaﬁéksekua;__
5 p Ketua Jaiahan PasirMas




DATE EXACT NATURE OF WORK DONE 1 SUPER VISORS REMARKS
o1/02f 1 EETL, ‘
g O )
? o arm - meMmfotocopy fampiron Urqt kenaikan pancikai.
< _menyusun dokumen tencikan pangkat
untyr _disahkan 0l h b+ Kerua Jojahan -
o _menyemak gemula permohonan fenoikon
pangkqt /(oKifangon ’pe/)mdb/mn quwaem
negeri  kefantan . 4
| i _merexod _0¢mulo _darg dari dua  bugh |
5 eyarikat dari_faporan harian Hiky VOT =
: tahun _kewangan 015 -
! - rarikh
_ umiah Fem e LR~
- ng-baucar preslsl y e
Q”“U’\i' ‘Jiﬁ‘-“) m.&
Vi 5. membantu  otGy Mmengambil _bargng
o _ A 1
5-CC ?:ﬁ'“. dr dagm Stoy peng:m.‘oonan\ 3 ' -
- \‘ y
> — .
MOHD SANIBIN YARYA
PegawaiEksekutif
b p Ketua JajahanPasirMzs




DATE

EXACT NATURE OF WORK DONE

SUPER VISORS REMARKS

02/02 /16

ARTVITS

3-00am

i menyambuhg meahy menyemMak  gemula
e b "4

permohgnah Knaltah panhgkqt rakirangan

1pem‘odblrcm awem negeri kefantan -

2 ij_‘orocopg fampiran _permohGhaon tengitorh

pangrat wahg tadj  lengkap
' " = 7,

3- Mehbyol dug  falinen  dokumen ;:prmO/IOr:ah

Kenaican_pangear -

v Mengusun gfemura Mengikert urgtah  permghondn

tonailkaqn flmhg_/_c_af -

5 men Stamp el perlanitik an  penahuiu
T = [} I A

( ge /ocmgqxc 10¢ J’/ji/)

G Menyusun gemula  ¢ift wah XKGh periantiran

penghuiy_men grket OUN aqn Mukm .

- fné/nf‘ofoco,/;_g fenarai edaran dan  memo

1
MOHD SANIBIN YAHYA
Pegawai Eksekutif

l
£ |

unmik f@xmatikan mqlis _penyetothan

wanhkah perlantkan penghulu  jajohcn

b p Ketua Jajahan PasirMas

5.00 pm

paGir _mas - dgo terus  mengedorkannyq -




DATE

EXACT NATURE OF WORK DONE

SUPER VISORS REMARKS

03/02/10

AKTiVITI

€00 am

I m(’n:mga Ltoynter

pendaftgean Untk majis

’pon\t{(’rahqn watikagh rper/'cvnﬁ“/caﬁ ,Deﬁghulc(

;;q;iqhgn pasgrr masg

dan__rantau parjang-

Q- mengemagkrni rpermObqun tenagirgn pPANG LYY

hag pegowg) orh

N
PP

mEnye mpurnaxgn

_permohonan - ken alton

pqngkai pegaw ol

don _memosurkon

ke dalom sampd/

4.

mengasingeah borang penilaran pred7gr

pegawqi £e_do/om pampyl @10 ditlagifikasi

Fbaogei ‘suLiT’

- Boran g pen.laian prestosi  dimasulercn

© bersamo Jampirap fwrmohoqon ke raitan

“pangear _te_dalom sap fompul besar.

o

memast kﬂm_,ée rMohonahn _kenairan Ipahgm A

mempunyal  galnab  Yang fengkap an

dmmTpan e dglom fai/ bagi sefrgp

p egLI O/ -

/nerm“ofOco]pg /am7p/mn dokumen dars

sraf -




DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARKS

- mengambit barang didalam ejor penyim panan .

= kerfas A4 unpuk digUnarcan foCopY -

8- MenyuSuh borang pe(tjar prarhral pengiecy

gusunoh farikh lapor diri -

q- mengedrt don mehcetak gambar berugtirein

5-60 P'm ’PQSS,'porf Untuk _pegawqli -

¥ 3

T

i it i

s B e,

>

——

MOHDSANTBINYARYA
Pegawai Eksekutif

b pKetua Jajahan PasirMa¢




DATE EXACT NATURE OF WORK DONE I SUPER VISORS REMARKS
04 j02/i6 AKTIVITI
300 am [ membantu pegawai_fadbir ftknikal faks
dokumen k 6cberofpc« jabatan kergjoan
hengena i /aporan teria pro_/ek Talan
Pacr_Mag by pacs faca a.
2 mm{o#o(gpg dotymen 4gng diéerikahn
oleh staf -
N S menghqdir program_tgaktrah "Umr” J
3 30 pm yang diodgkan secqr@ mingquan -

S Vs 3

Rt ‘pd?,,., i

Nt By, Tl

>

7

ln
oL

-

MOHD SARY BIN YAHVA
Pegawai Eksekutif

b p Ketua Jajahan PasirMas




DATE

EXACT NATURE OF WORK DONE

SUPER VISORS REMARKS

E
0#/02/16

CUTI. ..

-
h




DATE

EXACT NATURE OF WORK DONE

SUPER VISORS REMARKS

ogloafie

CUTI ...




DATE

EXACT NATURE OF WORK DONE

SUPER VISORS REMARKS

04/02 [ie

Cuti . ..




DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARKS
i0(02/16 AKTIVITT
R-C0gm 1_menghqdiri t42kirah _mingguan yang
herta)uk "(/gmn Ketagwaah “oleh
UStga  Mohd - DUsuk -
2. Merjaga operqior bahag? an _khidma t
’pe/anuq‘gan paqa gebeloh pogi-
3. menganalisa moklum balas staf terhadap
7 I —
progrom _tagkih _hada hari inj - 4
Y- memfgiocopy beberapa dorumen yang
diberikan Olen staf -
5. memasukkan baucar bagara/; ke dalam fas/ -
dan _menyusunny< mengitds no- bauear
5-00pm bagi fahun 2016 -

MOHD SANMNBIN YAHYA

Pegawal Eksekutif
b p Ketua Jajahan PasirMas




DATE EXACT NATURE OF WORK DONE SUPER VlSORS' REMARKS
L 102/ AxTIVIT!
g-00am |r memfotocopy beberapa dotumen .
P
— 2 membanty  SetiausQha  fetua JdjQhah -
~ merekcd minit surat
3. Membantu staf menyedio/con makqnan .
i menqghadiri  togkirab (Gmi) yang
diodo koh !pado \se/v‘q]p mingQgd -
5 hencarer dan mérekod ftehadiran Sraf
dari  Pejabot Tanah dan gaoran Pasir
d Mae dan M Jis Daerah Pasiw mas untuk
3~5(.‘Fm 7aakirah (oM ) -
._S‘-._F..;-a._.:, ) k(.g()‘-vxn.-l'\_‘-__ﬂ
_— \,’—’c%‘:,, i
Vot ¥
g\S—J -baﬂ\z,"'rukw:.-.h ‘
r (_i:
N _ ISR

MOHD SANMBIN YAHYA
Regawaifksehkitt—— ——

b p Ketua Jajahan PasirMas




DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARKS
iy jod1 10 ALTVIT ;
I
g-00 am I _Memboniu_Rtroustha ket a ggjahan ___J
mererod Mminit gurat -
2._Mmemfetocopy dofumen gret di bahogioh *‘;
MOHD SANN\BIN YAH YA
5-C0 pm 5 _mengqmbil barang di gtor penyrmpanan . PegawarEksusuti
b p Ketua jaiatar Pi:. Mas
i5/02/i6 AT VIT .
g-.0gam ‘ mengasingkah _baucar bqyaran fe da/om
sat fail iaty_faii “Gaj Baucar 6gra\9fn‘9an ;
baf,', Fghyry 2014, 2015 dan Q016G !
2. membantu_gtaf menceta k beberapa fampiran
qoktumen - , N\ i
= ey Qe e T —
MOHAD SANBINTATYR !
y 3 - memfotocopy Memo - 3 memo bkerjqinan’ Pegawai)Eksexuuf_ =
- b p Ketua Jajahan Pasi Mas
6-009m untuk diqgihkan =
(02 [i 6 AKTIVITI _
§-00 am 1_mem{otocopy beberapa dokumen 4ar podo !
Staf !)enfadbfron. I
2 men“sfamp” Sipl_Setiap Staf di PTIPMAS. |




DATE

EXACT NATURE OF WORK DONE

SUPER VISORS REMARKS

i menyusun  ginl terse byt gi-eef menqr ki
- W —

Uit

¢-mencar; Video {1aakirah umuk  difauangkqn
(>4 J

Veloie A7 hari RQbU pagi -

5 - memboer! menaip yral

Jauapan 44A peguwoi

dan mencofa -

- (=

MURD SAN\I BINYAM A

; C‘”-inénith'm-fdr: aeemen  pegauni  kepadg PegawaiEksekutif
= : e . o i b p Ketua Jajahan Pasit Mar
i 5-OO?m pPegawei ~ di_cpit pembangingn -

i1oale | AT

¢-CC um

i mengedarkan barang maklym balas
o J

T kiroh

2 _menghadiri faxkrrah yang berfguk
o (@] LV A4

1 g
bogoimgna _giam kubur ktte !

3 menganglic @ matium  balag Stas +4erhadaep
- I

102lctreh  ferge but -

('\r—‘\

y- mmfomcqgg dotyman

MOH[) &A ! BIN YAHYA
PegawarEksekut/f

b p Ketua Jaiahan Pasir Mz«

b - Awrrferk fors ourat A‘.e}pOdO pelqar

prekfital aran ob+ah3~ (é;or{)r\g /csurq#cowolm




‘l i SR T S

DATE FMATT NATURE OF WORK DONE SUPER VISORS REMARKS
| 1
1§/0all6 | A= |
g.00 am /. MZMAetCCopy_ btberQpo  abFumen -
[ | — 3yrgt cuf pegowgi (ADQ {
[ S p2o J ~+
- pQuCar bHayoran -
)_memfaps fars ourot pepada jobatan .
lain -
Sy 5
o membuql reked cur kakitgngan di = ol st
i P2TIPM - l l | % M
S}-.‘g_'r Jﬂg—\u._ [d/"w‘
& menqymiskan PeAegs kehadiran penceramch (y —
Lo marirain  ome ! S: : T
LS
| N‘.OHDSAN\(}H’V’ YA A
L : i PegdWE_TERSPKUW
B 5 menghadtel Feakicah umi yang ber fauk b p Ketua dajahan Pasi Mac
L 3 3Cpm sirah nabi (Usra2 Qainuddin)
J“IOQHE? /ﬂ'.l / *q.
g0cam v membuor sahnan bogs moge “hnger tac”

kokitan gon  keluqr dan  masut ke

I

jopQt

> MenyuSun fefrap  falinQh terse bud
© T

mene €Wy unir kKAkMQhgqn  bterfuga s
S v 4

e

> membyat Sahnan  dokumen -

e

r....




DATE ZHACT NATLRE OF WORK DCNE SUPER VISORS REMARK

Mém oo 22NCIChy  3FGUNTEN MRnecar:

—

i Jore seucran  uong 1eah  dibudt -
~

| ~ nercitar  dan m/;gm ve/my ' ’f&'ﬁﬂqh

LoUQran serse2but - 'f
| ~ pencqrian  dgre bayqgran  or o lgm i i
, ’ =3 e SR S
; SPEKS - MOHD SANIBIN v
] ~egawal Eksex, f
' s/ -y pDepTCrian  nd- baucar bauQran no - ~Aetya jaiahan P

L=

|
i 5-CCom Inyois  Aan TRk bauaran  gang dibudi:

12/01 /‘b |;L_ .': ‘i J““r.

+—

g-ecam i eny@dmodry mencar; data bgyaran yang

|
‘
~—

| dibuar keprda pihak  katering-

L #iwugn renciraan kgriix Qdaiah untdk

memasr <An  yemya bayaran €1ah drbugt

lopadd pihax  katering dan mencenaglpcar
g 7 / — = i

puyaran _yang kelum 3-buG?
: yang

% | LD/}’LZ/‘)g!I‘O bq/?,f gum/a,’-, \,}ﬂng .‘L‘g’iclh

; | wieRel foapai dan Meniztacnyda
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Dengan Sukacitanya Sijil ini Dianugerahkan Kepada
NUR SALEHAH BINTI JAMALUDIN

Kerana Telah Menyertai

KOLOKIUM WANITA PEMADAM KELANTAN 2016:
PENYALAHGUNAAN DADAH DAN BAHAVYA AIDS

Pada
23 FEBRUARI 2016

Bertempat di

DEWAN TERATAI, KOMPLEKS KOTA DARULNAIM,
KOTA BHARU, KELANTAN

“DARI RAKYAT UNTUK RAKYAT: HIDUP PENUH ERT!”
“MASA DEPAN NEGARA TERLETAK DI TANGAN ANAK KITA”
“SAYANGI DAN HARGAILAH ANAK KITA”
“KELUARGA CEMERLANG: NEGARA BANGSA BERJAYA”

(YB DATO’ HJ ABDUL FATTAH BIN H} MAHMOOD)
Pengerusi Jawatankuasa Kerajaan Tempatan, Perumahan, Belia dan Sukan
Merangkap Naib Yang Dipertua PEMADAM Kebangsaan :
Merangkap Pengerusi Jawatankuasa Penyelaras PEMADAM Negeri Kelantan / '




PEJABAT TANAH DAN JAJAHAN PASIR MAS

apamn putra

Dengan 11 mengesahkan (

NUR SALEHAH BT JAMALUDIN
KP: 930831-03-6110
|JAZAH SARJANA SAINS PENTADBIR/
UNIVERSITI TEKNOLOGI MARA (UITN
| SARAWAK

Telah Menjalani Lathan Industri Dengan Jayany:
d1 Pejabat Tanah Dan Jajahan Pasir Ma
Kelantan

Pada: DR. HAJI CHE

20 Januari 2016 hingga 16 Mac 2016
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* potong yang tidak berkenaan
Siln gunakan lampiran jika ruang sediada tidak mencukupi
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