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CHAPTER 1

INTRODUCTION

1.1 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 



Administrative Science and the other supervisor is from the respective 

organization. Both supervisors will evaluate and assess the student’s 

performances during industrial training.

1.2 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.

1.3 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.



1.4 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.

1.5 Organization Background

1.5.1 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 (SMIs). 

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:

(I) 38 Industrial lot

(II) Recreational park

(III) Mosque

(IV) Road

: 92 acres 499 fathoms

: 18 acres

: 2 acres 870 fathoms

: 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 I 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

1.5.2.1 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 Mission

Managing and administer the Land and District matters to 

achieve balanced development and always provide sustainable 

services and customer friendly.

1.5.2.4 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 collecting 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 Core Business and Function of Land and District Office of

Pasir Mas, Kelantan

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

1.5.5.1 Administration unit

i Manage the administrative and financial effectively and efficiently in 

order to improve the quality of administrative management.

ii. Supervise staff discipline and process to disciplinary action.

iii. Manage all holidays, preparing and processing documents for

retirement.

iv. Coordinate courses, seminars and workshops to enhance

understanding of the policies and regulations while working.

v. Coordinate the annual performance evaluation and human resource 

management panel (HRDC).

vi Manage Punch Card system.

vii. Registration “confidential” letters.

viii. Delivery of internal and external correspondence.

ix. Managing and maintenance office equipment.

x. Managing phone service.

xi. The payment of staff salaries.

xii. The payment of travel claims I overtime.

xiii. Managing amendments or additional expenditure allocated.

xiv. Managing the preparation of income tax returns.

xv. Managing vot book.

xvi. Managing books salaries.

xvii. 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.

viii. 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

i. Application for surrender of land ownership.

ii. Simultaneous application of subdivision and change of land condition.

iii 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.

1.5.5.4 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 title 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.

1.5.5.5 Revenue unit

i. Coordinate, collect revenue in a way more effective.

ii. Smooth running of the payment system of taxes I 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.



1.5.5.6 Technical unit

i. Making land evaluation for transactions and non-land transactions.

ii. Conducting investigations and the preparation of reports for 

Applications for industrial / construction I agriculture I on land owned I 

government.

iii. Law enforcement against intrusion I encroachment on State land 

illegally under Section 425 of the National Land Code 1965.

iv. Making enforcement of transfer activities rocks without permission.

v. Monitoring and enforcement of violation of land use.

vi. Investigate and report involving public complaints related to land.

vii. Checking the pre-count that coincides with the plan approved by the 

State Authority.



1.5.6 Organization Chart of Land Office of Pasir Mas

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.



1.6 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 helps 

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.

1.6.1 Objective of Industrial Training at Administration unit.

I 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.



1.6.2 Organization Chart of Administration Unit

KETUA PENOIONG KETUA JAIAHAN

Encik Hasanul Hariz Bin Ab'Hah Zawawi

KETUA ZON (KETUA KERANI)

Zainal Abidin bin Ab Rahman

PENASIHAT (PEGAWAI EKSEKUT1F) 

Encik Mohd Sani bin Yahya

Mohd Zaki bin 

Harun 

(PEMBANTU

TADBIR)

FASIUTATOR (PENOLONG AKAU NTAN)

Noor Farizan bt Che Ali

Mohd Yusri bin Yusof Azamibin tsmaii

(PEM BANTU 

TADBIR)

(PEMBANTU 

OPERASI)

(PEMBANTU 

OPERASI)

Rose nanibt 

Rashid 

(PEMBANTU 

TADBIR)

Wan Rohbami bt 

Wan Mamat 

(PEMBANTU

TADBIR)

Noraida bt Abdu 

Rahman 

(PEMBANTU

TADBIR)

SEO AU SAHA (PEMBANTU TADBIR)

Mohd Affandi bin Yusoff

AHU - AHU 1AWATANKUASA

NorbayabtYusof

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 



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.



CHAPTER 2

SCHEDULE OF PRACTICAL TRAINING

2.1 Introduction

During the 8 weeks of practical training period, I was assigned in 

administration unit. I 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.

2.2 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.



Week One: (20th-21st January)

On my first week of practical training, I 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, I have to summary the bill I payment receipt. The summary 

of payment transactions is made for reference by assistant accountant. I 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. I 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.



Week Two: (24th -28th January)

On my second week of practical training, the auditor from the National Audit 

Department came to the office. I 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, I 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. 

I also filing ‘Laporan Harian Buku VOT Bagi Tahun 2014 dan 2015” according 

to the code. Besides that, I 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. I also help the staff to store the office 

equipment and photocopy the documents. This organization held two talk 

every week on Wednesday and Thursday. I 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, Itqan” (UMI) on Thursday. 

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



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

Agama Islam Negeri Kelantan (JHEAIK).

Week Three: (31st January -4th 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. I also must ensure the application of officers 

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

I 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 



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

the participants at the registration counter.

The other task that I 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’uliahjtqan” (UMI). Besides that, I 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: (7th -11th February)

On the fourth week of my practical training, i have distributed feedback forms 

of weekly talk from Ustaz Mohd. Dusuki about “Ujian Ketaqwaan”. After that, i 

analyse feedback of staff and enter the attendance data of staff to the talk 

On 10th February 2016, i was assigned at Counter Service to pick up a phone 

call and connect the call. I also have to do the filing for voucher payment for 

the year 2016. Other than that, i have been asked to photocopy the 

documents. I 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, Itqan” (UMI).



Week Five: (14th -18th 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”. In 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’uliahjtqan” (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: (21st -25th February)

On sixth week of my practical training, I 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. I have print and calculated the actual amount 

that has been paid. I also search the voucher payment number, invoice 



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 23rd february 2016, I 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 

“Kemahiran 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”.

I also attend the meeting with committee member about the event of “Family 

Day”. The event of “Family Day” will be held on 4th and 5th 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. I 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, Itqan” (UMI). This week the title of the 

talk programme is “Preparation to Have Children”.

Week Seven: (28th February -3rd March)

On the seventh week of my practical training, I 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. I need to stamp the 

date, period and phone number that of the person that incharged for this 



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.

I 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 4th and 5th March 2016.

The usual task that I 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, I analyse feedback of staff and enter the 

attendance data of staff to the talk programme “Ubudiyah, Mas’uliahjtqan” 

(UMI).

Week Eight: (06th -10th 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 



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

the stock room.

I also compile the files of Land and put it on the box according to the files 

number. On this week also I 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, I analyse the feedback of staff and enter the attendance 

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

Week Nine: (13th -16th March)

On the last week of my practical training, I was assigned to separate the 

payment voucher for the year 2016 and compile into a file. I also help the staff 

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

Other than that, I help the staff to pass the letter to the other staff at “Unit 

Pendaftaran”. I 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, I analyse 

feedback of staff from the talk.



CHAPTER 3

ANALYSIS

3.1 Task analysis

During my practical training at Land and District Office of Pasir Mas, 

Kelantan, I have been given several tasks that give me a lot of 

experiences and knowledge gained from the environment there. From 

that, I have been applied the theories and concept that I have learned 

from the class with my practical training experiences in Land and 

District Office of Pasir Mas, Kelantan

3.2 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.



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.



3.2.1 My experienced on applying OB in practical training

During my practical training, I 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. I also experienced 

it when I have an often discussion with my supervisor due to the task 

given by him. When I have any confusion towards the task given, he 

understands on my situation and tries to explain the task in easier way.



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 I can gain from Land office is improving 

my interpersonal relationship by having a good relationship with land 

office’s staff. From the good relationship, I can learn much on how their 

work and how they build their interpersonal relationship with other 

people from different department. Moreover, as practical student, I 

have to give my best performance towards the task given by all senior 

administrators in that department. All of the experience that I gained 

during practical training teaches me to more committed and 

responsible towards the work.

3.3 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



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 informed 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 



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 fulfillment of personal and 

organization goals.

3.3.1 My experienced on performing HRM in practical training

During my practical training, I 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 



according the evaluation. The promotion must be handling properly and 

“confidentially”.

My other experienced during practical training, I 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 I do not confused with the type of leave. This is really 

helping me to perform the task with effectively and efficiently.

3.4 Management Information system (CSC408)

The other subject that can I 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 



converge on one single point, which is 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 



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.

3.4.1 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, I have to ask 

from senior staff to get the security password due to perform the task 

given by my supervisor. Besides that, I have been used the internet in 

order to connect the system that required. I 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 



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.

3.5 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.



3.5.1 My experienced on applying Ethic in Administration in

Practical training

During my practical training, I helped a lot monitored the stock room. 

Actually, every week I 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, I 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. I 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 complete my logbook every 

week. I will ensure my logbook is completed before get his sign.



3.6 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 involved 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 is 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.

3.6.1 My experienced on applying Project Management in

Practical training.

During my practical training, I 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 4th and 5th 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 



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.



CHAPTER 4

RECOMMENDATION

4.1 Introduction

This chapter will highlight and discuss the strengthens and 

weaknesses of tasks that been given by the administration department. 

Through this chapter also, I 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.

4.2 The strength of jobs

The first strength that I 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, I can perform the task smoothly.



Besides that, I have improving my communication skills during this 

time. This is because; I 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 I always asking the part 

that I do not understand.

Apart from that, I 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, I have been applied the subject that I 

learn from UiTM during my practical training. For example, I have been 

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

Finally, the strength that I 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, I 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.



4.3 The weaknesses of jobs

The weakness that I 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 I need to 

search the data through SPEKS, the internet connection was system 

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

Secondly, the weakness that I 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 I 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.



4.4 Recommendations

During my practical training in Land and District Office of Pasir Mas for 

8 weeks, I 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 I 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, I 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, I 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, I 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.



Finally, I 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 cultures 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.



CHAPTER 5

CONCLUSION

5.1 Introduction

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, I gained more knowledge and experience in how to deal 

with a real environment working. The knowledge and experienced I 

have got from practical training in Land and District Office of Pasir Mas 

was interesting and challenging. Thus, I want to conclude the report 

based on chapter, as following:

5.2 Summary of Chapter 1

In this chapter 1, I had explained about the organizational background 

of Land and District Office of Pasir Mas, Kelantan. I also had identified 

their vision, mission and objective of the organization. I also know 

about the organizational structure such as the hierarchy from lower 

until upper level of management. I’m well informed about the 



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, I have been include the core business of 

Land and District Office of Pasir Mas and their structure of organization 

and administration.

5.3 Summary of Chapter 2

In chapter 2, I have been including my schedule during practical 

training which is the explanation about the task given to me. In other 

word, I 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.

5.4 Summary of Chapter 3

Besides that, I have been including the analysis of the task that 

assigned to me in this chapter. From this chapter, I have been relating 

the subject that I learnt from UiTM with the task given by my 

supervisor. Among the subjects that have been including is 

Organizational Behavior (ADM501), Human Resource Management 



(ADM551), Management Information System (CSC408), Ethics In 

Administration (ADS452) and Project Management (ADS512). Thus, 

with the subject that I learnt from UiTM can be applied during period of 

practical training.

5.5 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. I have analyzed the strength and weaknesses of task 

given to me. In this chapter also, I have been including the 

recommendation for Land and District Office of Pasir Mas for better 

improvement.

5.6 Summary of Chapter 5

In this chapter, I 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.



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



Figure 1.9 : Analysis using chart.

Figure 2.0 : Administration unit meeting.



Figure 2.1: Feedback form of talk programme.

Figure 2.2: E-SPEKS system.



Figure 2.3: Trainees meeting with Chief Assistant Land Officer.

Figure 2.4 : Land files.

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.



Figure 2.8: Files of payment voucher.

Figure 2.9: Stock room.



PEJABAT TANAH DAN JAJAHAN 
PASIR MAS

MEMO
KEPADA SEMUA PELAJAR PRAKTIKAL

DARIPADA KETUA PENOLONG PEGAWAI TANAH

SALINAN
KEPADA PTK (PELUPUSAN)

TARIKH 29HB. FEBRUARI 2016

PERKARA PERJUMPAAN DENGAN SEMUA PELAJAR PRAKTIKAL

Adalah saya dengan segala hormatnya merujuk kepada perkara di atas.

2. Sukacita dimaklumkan bahawa perjumpaan tersebut akan di adakan 
sebagaimana berikut:-

Tarikh 
Masa .
7 empat

29hb. Februari 2O1P <<snin'
•*<.30p£gi’
Bilik Mesyuarat
Kuen Merah,
Aras 1

Sekian, terima kasih.

(MOHD. PAUJZI BIN HAJI ARIFFIN)
Ketua Panolpng Pegawai Tanah)



SEGERA
Bahagian Khidmat Pengurusan 

(Majlis &Keraian)
PEJABAT TANAH DAN JAJAHAN

P A S I R MAS

MEMO

Kepada : Sebagaimana Edaran

Saiinan kepada : Ketua Jajahan

Daripada Panawai FkAekutif (Majlis & Kernan)

Rujukan Kami PJPM671/1( )
Tarikh : 02 Februari 2016 bersamaan 05 Rabiul Akhir 1437H

MAJLIS PENYERAHAN WATIKAH PERLANTIKAN PENGHULU JAJAHAN PASIR MAS

Dengan segala hormatnya saya diarah merujuk kepada perkara tersebut di atas.

2. Sukacitanya dimaklumkan bahawa Majlis Penyecahan Watikah Perlantikan Penghulu 
Jajahan Pasir Mas oleh YABrs Ketua Jajahan akan diadakan pada 03 Februari 2016 (Rabu) jam 
9:00 pagi di Bilik Gerakan Aras 2, Pejabat Tanah Dan Jajahan Pasir Mas, Kompleks Apam 
Putra, Lubok Jong, Pasir Mas.

3. Sehubungan dengan itu, tuan/puan dengan ini dijemput hadir sama ke majlis tersebut 
tanpa keuzuran jua. Bersama-sama ini diiampirkan aturcara majlis untuk makluman pihak 
tuan/puan. Segala kerjasama daripada tuan/puan amatlah dihargai dan didahului dengan ucapan 
ribuan terima kasih.

Sekian.

** SYARIAT ALLAH MEMBIMBING RAJA DAN RAKYAT SEPANJANG ZAMAN **
** MEMBANGUN RSAMA ISLAM-KELANTAN MENERAJUI PERUBAHAN **

(HASANU HAR1Z BIN AB LLAH ZAWAWI)



MAJLIS PENYERAHAN WATIKAH PERLANTIKAN PENGHULU JAJAHAN PASIR MAS 
TAHUN 1437H/2016M

Tarikh : 24 Rabiul Akhir, 1437H / 3 Februari, 2016M

Masa : 9:00 pagi

Tempat : Bilik Gerakan, Aras 1,
Pejabat Tanah dan Jajahan Pasir Mas

Aturcara Majlis

9:00 pagi : Ketibaan penghulu-penghulu

: Ketibaan Ketua Jajahan Pasir Mas

: Ucapan Penggawa Rantau Panjang

: Ucapan Ketua Jajahan Pasir Mas

: Penyampaian Watikah Perlantikan Kepada Penghulu- 
Penghulu

: Bacaan Doa

: Jamuan Makan

: Bersurai



SENARAI EDARAN:-

1. YBrs. Timbalan Ketua Jajahan

2. YBrs. KPKJ (Pembangunan)

3. YBrs. PKJ (Pelupusan & Pembangunan Tanah)

4. YBrs. PKJ (Pendaftaran)

5. YBrs. PKJ (Penguatkuasaan, Teknikal & Hasil)

6. YBrs. PKJ (Pembangunan Masyarakat)

7. YBrs. Pegawai Eksekutif (Khidmat Pengurusan)

8. YBrs. Penggawa Daerah Pasir Mas

9. YBrs. Penggawa Daerah Lemal

10. YBrs. Penggawa Daerah Chetok

11. YBrs. Penggawa Daerah Kangkong

12. YBrs. Penggawa Daerah Bunut Susu

13. YBrs. Penggawa Daerah Rantau Panjang

14. YBrs. Penggawa Daerah Gual Periok

15. YBrs. Penggawa Daerah Kubang Sepat

16. YBrs. Penggawa Daerah Kubang Gadong

17. YBrs. Penggawa Daerah Alor Pasir

18. YBrs. Pembantu Penggawa Daerah Pasir Mas

19. YBrs. Pembantu Penggawa Daerah Lemal

20. YBrs. Pembantu Penggawa Daerah Chetok

21. YBrs. 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



UNIVERSITI TEKNOLOGI MARA SARAWAK

PRACTICAL TRAININGLOG BOOK



1 Student's name' NUR SPlE-HPH fc/Nin j/j aml-UD/n

2 Date &.Place of Birth- 31 / % //993 ChosP/tDL DfiEPf)H PASIR mfts}

3. UiTM No.: 2.0/3^32/^^............................................................................................................

4 Program- bPCHtLon admin science

5. Year:..A?.! £...................................................... Part:.„£................................................................

6. Home address:..NO.;..55'5..5/..K.^.n?P.UN^„„<s£6.eRj4W^_. pen.d.ah.&uj^_____

pEpEK , IKK' PfiSln mfiS , kelantw_____________________

7. Address during practical training:
i

bUNW PEPEK , nOfO PMIP mflS>>HEEANTfiN-

8. Place of training: ______________

9. Name of Supervisor in-charge:

10. Duration of training : From : ..^/..L.L^.L1?......................  to
" s

FOR OFFICE USE ONLY

11. Remarks: (Dean/Course Tutor)



DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARKS

20/Oi /iG Hari nrnma mcmuiaKan laHhc/n prattiKal

7'30 am di P&'iQbat Tanah don ^cnqbon Pa^ir Mas ■

Pads had pertama me mu/aman loti han

prottihai raUa fe.lah beri-emu dehqan Puan

Posname bmH Kashid CPembanfu tadbtr) di

bahapian penta d b iron • Dia telqh Membaua

Sapa herlumpa denqcm bnclk Hopanut Hartz

CPepa Penotona Ketua jepahan') ■

pheif Pasaou/ telab mtnerana tan beberapa

pertaro bertai-fon deneph drsrphC), adab^

erttu ptmeftaian . vuQtiu bener'ta ^patqanq f.

• . d ! J
ft erf] a lapi /atihon prapr/Pai di petabai

Tpnoh dan dcqobon Pasir Pf ■ prdapot

diqa cuattu biu/a bcfefiQ qonq ditabapfan

di Pe'fobat /anah don fio^ahan Paeir Mm

/mtc/ 7-30 Paa?* g-oo pap; dqn 8-3cpapii-

» L/ntufpelqiar pratfffai menQhadirl tend

'pad 0 ]am 'P oo pop/■ Sapq -fp/ah d / tem pa i tan

di bdhapian 'pentadbman di Peiabat /anah

iergebui ’
c ■

PeiObat Taaah don paldhon Pbsm Mas'
MOHD SEISIN YAHYA

nempanijgi S ba ha dPa ■ Ant ananda
Pegaw-dlEksekuhf 

b P Ketua Jajahan PasirM;v

bahaaian pendatiaran babapian hasip



DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARKS

bahaqian t-eknikai bohaqiaa pembdaaunan ,

bahQp)icm j-onah dan paqq bQhqqian _

bentQdbirou •

ViSi TABATAN

Untc/k nun'/adiKan Pala bat Tanai dan uefjahanJ J 'J J
uanq -fory/t/na do/am fn-enaedi'Qpq a perk hid motan

-

dona b^nkaqhti tnerfielaaq ■

MkTidiTi

Pada hQr’f tm, squq tciQh dita.QQj'Kdn aoK/k

mermgkas/con bi/ / resit haaaran ■

menqecop beberapq tom pt ran dokamen ■

Zoya quqq telah bejaqar cora -qa^q

m'enqqariqpqr) mesi'o /qpQim'Hi.

MiSt Q'AMTM

dienqqrc/^ dap ^ep-todbir hat ehujal temah dan

'ta'Kahcm ba al bMacapai pembaaqanar) aanq

■Sennbana c/cm penrrosa member'/ perkhidmataa
" ^-eL- J. ,, \

5 00 pm Uoaa mamaan dan me^ra pelQretqan ■
1 »

V
I K. J A

MOHDSAF'll B|IN YAHVa

^eg-dwat tiKsekuht 
b p Ketua Jajahan Pa sir Mar



.—.---- ------------

DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARKS

11/01 /i& FOL/S; JAQaTAN

8'OOqrn PeiqksqriaQn Mnalan GE stcara qanq berhernat-

dan mehbatkan semua pfqQuuOt &?carQ su/can/a

den pan penuh penqhaqaton ■

Q&d EK~iP

Meniadtkan pe/abat tanQh dan jdiahan tear

Mos Sebaaai pemanak/n atamn aepada

pfnbodb/rqo dan pent banqqnon d'd'iQhon

HiSir Mas •

AKTWTl

- . Pada hari tnr soqq M/ah dituqaskan untar

menqecop ba Ph doh baqQron dan no-baucQr

pada SeMap larypirao baucor bauQrqq /qhaP 20r ' / <7

— .fb/va laaq ditaqasKon cnenahanior sanat

kepoda indiuidu icrtenba di SefrCip bahaqian
J

di PeiabQt Taaab dan d'cfi^^an Mas -
'^’azv_2. ’

’ J .......... -

— Saao dieajpela'lQrl eara ^pnqqc/nqpop atPSin

/o tv copy ■__________________ \)< ) •

Cara- carer menqqunaran ^<"0 bbfoCOpiJ--------------------- eA,*---- ------- --------------- f-o1------

/■ Ie tqt bon ter pas
b o \<-J9a^aiEksekotif 

PKetuaJajahanPasirMa.

( 2- menqubah 'sefptnq"

l___ 3‘5(?PiT

-------- ---------------------------------------------------

3- men cefar set rap he lai an •



DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARKS

16 ^TtVlTi

g-OOCirn pQdQ han ml WW tefah drKjqQS’lzao okh

Pyon LOon Pohboml ( Pembonft/ Todbtr ketoQQqqd
\»

Urduk rnencetQk Senarq! semak pusc/f

dQrQQQnq'iouqQb boa] venuedioQn hour or

bcmoroo' bacp SZtiqo baocar baqQrqn pod a 2DI 7-

Pe/epas rfu souq perm rr^noosun ^mufct

setTQp lampinon boocar ba ya ran bersurna

Serosal sembk pus-at ftcqqc/nof'icicpop baq^

penuedTacm boucor bouoroo dun fepilbon

berpcimci ■

&1UQP bQUCCfh bac/Qran don Ic/rvpirooPUQ

QQoq befurn cop borfi sqh bctwrar-)

dan no-boucpr ft lab di'semoe don di'con

5 00 pm SemqiQ ■
__

*_ • .

♦

. t'

munu bANI 81N V AHY A 
PegawaiEksekutif

p Keiua Jajahan Pasir Mas



DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARKS

25/01 /IG AK71VITI

8-00 am doga mener-uskar) taaas k&imaria taiKi

tn-encttak ’senarai semak: pusQt MpaojuncTiaapk)

bag! penuedigan baucar bacta^or)'' bog I

jeiTQD baucar baud rar puda baba a ■1 i,
Seboiga/< /GOO tebih boater baaarar aana

peHu diifrQKapi ■

Setefah tiu, SQua mfreruskon de roar mjLnuusao

^tfaa bauccir bayarqn n^nqiPutr.... . ...... i7 ■ ■ ■

go • bauoc/r.

S&bepQ^ tpcrtifj^ur) ,sacio merrtfaiiwr ^emua

baacar bawon dor^ppuf- Se bandar 5 fail

Mah dipura pan !

TUjtfan bciucar bauarcfn dipen^as^rni odaiah' '■ ...  J

arMk (di'oudrf ■

RM 'lUQQ cfitu'q^han rv^m-foto CCPV beberapQ

doKurnen dbn mengecop beberopd /
^OHDSANl'AlN YAHYA

PegawRi Fk<'ni:,t,r____

5 00 bm farnpiror) dOKumoJi - ----- I----------------------------- 1--------------------------------------------------------

h n ^ c,‘ rkseiaitif
P^etuaJajahanPas^Mas

K .......   r.. .. - —



DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARKS

A KT IV IT I

?CC qm menyusun ftKoun kena &ayar CPKG) bag>

boucan bctyarari & dalam -fail (tabun 00'5)

ftLenq Qsinakan /opera r> bulanan vor

mbnqurg^ hoa'i tabun OOIS Wnc/Cput

Sutunao Pul ano a •

rr^naa^un /aporan harran buna VOF

boqi Whun 30'5 dan ion/- m&nait-atV / V
Cuban a tn dan hod -

Se banyan: da a kod benbeoa bap/i da bun

50/5 dan 00"/- ■/
^/epos ita. [apolar) harpan baicu iX)T +crbekat

def ail pa a (qntut -faiaan draudff ■

\ ^ql/q ditaCfaskao n^mfotocona boberaba

bCO pm cAduavr) yang diber/pcin n/Ah sf-af ■
k v-

s

___

MOHD A N 1 RIM V a 11 \I A
Pegawei Eksekutif

o P^etua Jajalian PasirM'as



'■

DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARKS

H/OI/l€> AST! V IT 1

£00 qm menahodiri taPt’rat diinqqaOr) ddf'i PiPbaran

Hal Ehwa! Raama Islam NeQtrT tetonf-an

men a an a 1’6 a ma Hum ba las staff Krhadab
*

\j / r
pm,pram {-g^krrah pa da ham mr-

------ 1 '
tnempelcficnr-'r ear a memQsaicHrn data/ >
tehadirgn dtp/Urab minp/guaa stop.

-

Iwrtfotccopa bekerc/pa donums do" btaf .

menaecop haucar bat/amm bap7 fahun 2C>fQ ■

Ctncnqesoh(baKp' sab bapa^crn ) ■

- J '

L \ Mznrfofocopct laporan rfof dar> ivena?rohl:an

5-00 pm
1 1 * ... 1 "^' ■ 7 .......  .... " J....... . ...

SOhna^ -foicccpg fcrsebat lapada Sfg/ /araF I ' ' t -- / ,- - -r

M0^0SANI8|N\AHyA

b nKo, , ^'aKSekutdPKetuaJaj3hanPasifMas

■__________________ -



DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARKS

/01 /1 0 A&TiviTi

8-00 QfYl mernbuar 'fmqer doc dan ‘{ace foe' uotut

mtnqesvhlroh hanan dr p&abat-

munqombii barana di dbwan wtuk drsimp^ ■
w _j \vs *

mmbuat wnarcn Damen stof tneQiM r "KxJL JU

nred ci n tut but on C/anua/d ■U J __
Wnce^C ^narcii mama Sia-f tersebut ■ m°hdsan?bi„,b p ^ê ^iE^sekuM 

r '\eiua Jaiahnri p ,
me noh adt ri -tdi.kirqh (umi)

^"anpaS|fMas

''v ......  ' ■ ■

mem-fotGconu lamnir&n doKumpn ,dOhQ

chbenbon Oleh stud ■



1

DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARKS

31/01/ i.cnviTi

? ccqtf .__ ; ._, .

-2- fntmbQntw &taf mem ba tub hadiCfh-

3 m&vbanru nembQ.QQ^ basil -fync/h

bohciaiaa ha&u ■

- 1
/■ tnembanlu jraf mumbuat papaa

_____ s

5 ■ cc

menof? nai oara-cara mcmobon 

cub rnejalm Hrrms -

£•■ membonla p^ldjor pactE ntaI yang laia_________  

rngnco^i untuk j-QUirah .______________

"—'" Mt 1ST> *

MOHD SANI BIN YAHYA
------------- Pegawav-EksekuUt-------------

b p Ketua Jaiahan PasirMas

-

—-----



DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARKS

0|/0i/ It-

? 00 ciro /■ Mmfiotocopu lamorran wrat denaiKPn /aroW.

< mcnc/usun do tumen tenalkan pang tai

UntUK dfSQhKan o/-eh /ceK/Q dcftahan ■

3 men^emac ^muip permohonqn tznaitnn

pqnaKQt KQK.ftnn.cfQn i>entodbinan Qi^Qr>

r^c/eri K&lantQn..

mereKod wmuta dcftq Sari dun bucih

sqarfKat dan /aporan haman bata VOT

dah^n f-tLoanpan do/5 ■

~ ran Ph

- pmiah

- no'baucar

5 • mernbantu rncnciam bi 1 baremp

5-0 0 di daiam ^or peQu/moQnan ■
/’I

MOHD SANI BIN YAHYA ।
.......... Pegawai Eksekutif 

b p Ketua Jaiahan Pasir Mas

-



DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARKS

02/02 /(0 AKHVin

too am i- /nenuambun,q mennu m-enqemak sernu/a

permohonan ttna/pan panqKC/t tti/cTtPinfi an

pentQdb iron atoam mgerl Mantan ■

T ^mPofoCopa K/mp/ran beemohonan tenaWn

panatat aana -hc/a/c Itnatap-

3- W/nbuot duq caiman domumen wraCdN'ianJ
naif:Oh banotaf ■

v /n/nuurun sernuta fnenqitcni uratan ptf-mohonan

ttnaucan ban a KM-/ t7

5 nten stamp' srn I perlant/ t on penqhu/u

C^loqnqq/c IOg S/'nO
x** y ' yv*~

6. rnariuusur) szmu/Q sfif) MOhboh pprianttpQo
Hc .v. \,-i.'

benqhu/u rr^pqTbQt Dun van Mutrm •

A- Oi^^i'ofoconc/ ^narai edaran dan mmo
• c? *x---- - ।

/ <7
umum p^/ann^Qn tnqi/is penu-pfa/han

MOHDSANI BIN YAHYA 
Peqawai Eksekutif/ ....................... V....... z ...

U/atitah oe/danti Kari pen.qhulu 'lajahc/n
b p Ketua Jajahan PasirMas

50<? pm pajir mas - dC/n tcrus menc/edorMnn^q ■T



DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARKS

03/02/I& f^Tivrn

$00 qm i- merr/Opta Paunttr pen cicdd~a 1-00 uniud mtTitrs

Penuerohon tuatipah perfanntan peftahulu

'icfjahan ix/sr^mas -dan rqndau

2- menqemaj/crnl permo honan panama n pan^ppj

hoai pegotDO) /oTn .

A fnenqe mvaenaran permobonon pen almon

frjnaical beaawo') dap mrmoeunpan

A? dalorp aatnpul ■

4- dmnaQSinaeCfe) bo ran. a iWUOPon prps^^f

peaacuQ'i de dolcim ^Qrmocfl dldlad^Tlcasi

^baqq'i "sulit"

I -> Boratoq ben/icdan pr^^to&i dir^°^ui<ac&r>

bersamo permohonon dencr/Pon
•

'pqpffdaf & datum sura ttoippul bwap'

S • me mar it ran bermohofiah periaPtcon pahQtcai

r\emp(jnua-i rP0///?Qft buna trap pan pqd

dKttnpcin te dqlom dull baqi ^frup

P? actcc Qt .

G- nvnrfotocow lompirnn do da men dan/ u r
^taf •



r----- - ----------

DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARKS

?■ nrxrMQ'Vbii baranq tfidalarn slor penyim panso .

terras urtvk dr^unaicen -fodacop^ -

8 ■ rneh.quSQb bororp K/CIIQF prciPtiia^l nMnflfPut

Munop ddrPpk lapor dur] ■

T^nqedH dan mepc^fak qambar .beruP^r^n

5-60 pm passpor-t c/oru/c p?7Qct>Q/ •1 / / / v

. . ...
: ■ • •’

- ■

mohdsaSibintahya ”
Pegawai Eksekutif

b pKetuaJajahanPasirMa?

. __



DATE EXACT NATURE OF WORK DONE SUPERVISORS REMARKS

102 lit> AKHV/T/

$-00 Gm I- /nambetniu Degawa; fadbir t^nrKai

de turner, k beberopa ~jQbal~an twa'/oan

Mengenoi laporan Wia proie-K pa/an

Paw Mas ba pass fysa 2-

2- memrfodOCOpcl dopy men Uanq dibenpmr

aieh stetf-

/ i- menabadin program -farrtrop ''Umi1'

3 30 pro gang di ado poo ^cora ipmaawar) .
1

J •

. -

: ....L 3a^-v>x *

/ J \

MOHDSA^BINYAHYA
Peaawai Eksekutif

b p Ketua Jajahan Pasir Mas





DATE EXACT NATURE OF WORK DONE SUPERVISORS REMARKS

Cem..._______________________

\r 'K\.

....-
—

\^/ \

-z- V'. ? * :
^Sasai's j rsr'W&Steij"'’- twasMsar *





DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARKS

iO/02/lt Aknuin
t-OOqm /■ menghqdii-i mmaquon uanq

hertaCiUK '^ran fataatOQGn " o/zh

USfCp MOhd- OuSUt’r

X M&r^CtdQ otxrqior bqhaffTOn kh^dmat

pelanqqQ n pad a sebUah pctai-

menqoriqii^ci botes otaf herhadapc J /
DtvQram taihrrPh bada hvi im •

q- tnemfaiocobd beberapa qaoq

di be man Oleh eta/ ■

S baacor bauamo u do lam Jcm •

/ dan mcnuusunnuCi mtna'itui no- baumre-

5 00 pm baqi dahjn miq -

MOHDSANhBIN YAHYa'

Pegawai Eksekutif 
b p Ketua Jajahan Pasir Mas



DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARKS

H/02/lG

$-00 qm /■ /ntrrrfo toco pc/ beberopa docomen .

Hr u
i-- mimbaotJ sot'Qosdha diva ■

- mere tod mi mt sot at

3- mem ba nKi ^ro-f /nendediQlcQr> ma/oc^a r, .

<Z- rnenqbcidiri tm.br rah (l/mi) L/cjriq

(fiodobQh pc/do setfqp mipqpci-

S' mcncami doo mecemod imtadiran Q-pod

dart P^pabot Tqrmtk don (TOiah-on po<nr

dctn Mdi/ts Daeroh Poimr M-CL2 ao/ar

3-30 pm trnhrQt ccimi) ■I

A

MOHD sAn^BIN YAHYA

b p Ketua Jajahan Pasir Mas



DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARKS

i<+ Ion 16 ft cnviT /

s-oo cw / /Ydmboryfu ^ffousoho /c^fu a ^jahon

wi-efcd Whir surcrt •

j- rnemfetocopu dobutvCn nop di boho^TOh

perrtadbirah -

/

5-co pro 3 meopambi! batang di stor penqirnpanor) .
MOHD SAN^BIN v AH V a 

Pegawa1 E kswid
b p Ketua Jaiahgr Pjs., Was

is/oa/iG A/”/ YiTi *

< menqosmqkah baucar bqqaron k, datarn

scrtu fern iartu fan fdiap defeat- berasmegn

bodi tahan 20Hh 20'5 dqq AOI& ■

2- membandq ^tq/ me nee tat beberqpo /atqpirani

do tumen -

3 ■ tncqrfotocopy memo a lYtemo beriqmqn'
--------mohdsaXi

Pegawai.
BIN vAHYA 

zksemuiif

5 00pm Un-tuk dia,Qi h ho n .
b p Ketua Jajahan Pdbii Mas

.........  ■ —”t7 ' .................... ..  "- .........      ■"

^oa/co

S 00qm i memfotocopu beberupo dopumen dQr/pO/do

Steif beptddbrron .

a ■ noeri"stamp" sipl Setfqp Stqf diPTtrPm/tS.

—----



DATE EXACT NATURE OF WORK DONE SUPERVISORS REMARKS

>■/nenuutun 8/TA ttrstbdt dr nWKii'tUt

trii ■
—

mencqrj video iQZtrrQb untub dipQqar\qiaqo<J V
MQ far, Pqbu pqai ■

----- ■

----- - I
S - rnznal'P tiljrQi gqujQPQn1 (Ji f

dqq ■

i , .
C men^bqp-hqr (dcOq^P Pe.qqu’Oi Pep a dp

MOHDSANI BIN YArim 
PegawarEksekutif

r •
i . 5-OGpm PbgacdQ''~'(fi unTt'pemban^'^n .

b p Ketua Jajahan Pasu Mar

J
H/oa/IO AKTiVlU

£-00 cim i '/bencf^dQKKQh boronq moK-hm bqlo^u .................

J /neqqhodir, dealerrc>b qc/nq birfqmk

11

V U ^J
baqaimQnO warn ki/bar- lute?

L
!

i ■ meqqqnqIP5 q matfum ba/as dta/ I 
pa fc troh de.rse.b^ •

¥ • nWi/o^eccpc/ cfate?w2Z) ( yrK/
MOHDSANI BIN YAHya 

PegawarEksekutif

F- fq ft ■ surert bzpoda pelqiQr
b p Ketua Jaiahan Pasu M?r

J__ 5 • 0 0 n co

--------- --------- 1------------------- f—y-------------------

prqbdbtql Qbqn daboha ■ (boror\^/su^d ptq^qm b)---------- | - u u J t



DATE EXACO NATURE OF WORK DONE SUPERVISORS REMARKS

\S[OPllb 4 c ” ? /

15-00 Cirn /• numd^tccPDci b^be^po cfcpq/mn ■

- SQrQrf cufi (PDQ)

- boxcar bsgoroc ■
■

■ ?■ me* fapr MF'S sur-qt pepado .'labata^
1

lain ■
1

«• m&npbuQ't repcd curr batimn.qQn Ji 2Zo> _ t Y' Pa v*.

1 pr^Pm ■

•

p ine^Quiwkw -pence fyhodn-Qn penceromc/h'J / /
Patmb ClM/ f /V. ) *

M0HD SAN\Bi N Y Ai; i a

5- ^nqhaJi'-i fqphi''(pb i yanq berfet'^p
■ Peg'dwdi EKseRuiit

b p Ketua Jajahan Pasa Ma?

o o pro Picab pab‘ C bjstaq 2ainud^iPY

\ ‘J - i < A

UCC -1m i /nembucii sqlinw toc/1 motjo ''^O^er TKitz

boptG^qGfn don masuk bG

l^iobo-t ■/ y

~> jQhnQp Krsebij-f
r —......

Wnc/^EW C/0/7 CakkPQb Q9P terduqq s
C’ vz <7

" ■ve/vk’c/ot sa/mdn dormer)-

L-
’

J



DAI'E EXACT NATURE OF WORK DONE

QraUhfan ^co^i

SUPER VISORS REMARKS

data baaoran pana di'buat ■

dQp) n^raim .^emuia CfJndab

boqoran -^rSCboi '

■A pence!ri'Sn date/ bemQren d7 zfa Iqcr /--------

WEK8 •
V '■ ■ a___ -—

.v'lOHD sAni BIN Y-.,: .

A / -5 pencaran no ■ beucor bauQr&n. no-
'-‘egawai Ekse/\L.i>t 

'' ^Ptua Jaiahan P -

5 CCJ pm invars dan rsn^k b^QF-an ^^0) dibuCn

' 21/oi/l& A £ ■17 C;

| ^00 qm h (PentPMburiq mtncarl bcidaran epoq
J

dtbubt kgpqdQ pThqKr » u
L> -biuqn oenaicaQn ba/7< Qda/ah unnik

a? 1

j - t —
memas n<Qri seenua bn pa ran ic/ah dtbupt 

k-rpoda dihab ^ctbenod dan mencienaIpae tiT 1 / '
'nawran aana be-lunn dbbucrrJ a J

^mena^-a bari.t iium/ah papa refcih

4-
■J J €/ J

dnrjtnpai dad (r^nz?±dbd<jci
1 v ' U

d'^npqunqhcin Komputcn ■

^dats caiqarcrn> rr^mbarrrci tPCO/Ong

.
•a /

________ PKaactqn tTcpaoncHca^d iglinP• ■ ap a l J

c-acxiron dona dtbaaf d^t'-rpnadab anau

--------------------------------------------------------- ----- —

kuranq dan baaaran nonq ^D&t(J7p(qQ ■
I
- ------- V_______

5 CO no?

........-'...—0 — ■1 w* --^ ..r... —xj—

0- ^anbe/bt Qaiinon doiaqfn^n

'TMOHD SANI BIN YAHYA 
Pegawai Fksskutif

b p Ketua Jaiahan Pasir Ma;
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DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARKS

J3/oa/j&

§•00 am

I - Meng hadiri KoloKium cuamfQ pemadam -- 

Mandan 10IG ■ Penuci lahgudoon Dadah 

V ^hagct ^iDS- . . ------- -,

Teapot ~ Peaign Tero^i, ^aiyp/e^s Kota 

CtigiiMcnm Kobg Q)haru.

2

& 00 ppp

^/oa/iG 

SOOam

5-QU pm

Qe^i 1 : Kemah iron Kiibubapagr) £ 

-poslb Sawng Pd.ua rga.

Sesi 2 ■ ijahcyei Pen^glcihgunaoo

Daddh £ ptAan WPS / tf\V

3 •' Forum Keranbtihary KlKhlgk .■ 

fymcpg PerKd^q , Ha ro pern

Bangs d .

MOHDSaNI^In YArfTTr 
Pegawai Eksekut/f 

b p Ketua Jajahan Pasir Mas

/1KW»T(

I- menghadir) tq^kirah mm^ugn poda sei^p 

pgtp Pqbu gang bengjuK 'PetKedtoan dberniFK 

Anat ”

2-m^g(jQtQi bersQivci niTb acarg 'SUPQ.n berhiiioQn , 

"Pamtg Png1' gQng -otKar> digdQKQn . -

pQdQ Wac

PTem bcbQlPQri pei~o/Qt^i P) pejobvii- tepcido 

gang bertehoQr) & biiik stQk ■

HD SAN YAHVA
Pegawai Ek'sekutif 

b-p Ketua Jaja tian Pasir Mas

Pd.ua
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/ig Am IT I

tTOOe/m 1- nwmbvQI sQlinan do/ojnrc.r> .

2- woibooYu sd^f /mobcfea//con

penqla+on ptjQbn} IzQpOdci Un7i /OFo •

\£X-’*—-vX > **

3- rn enemy m &ta-p M2.n,cjQcn bn byrxw.qon ' ^v*

UQhei dlpesQn / C Ku7h aptci /c m&suu.Q nat)

Ji-fcmpqb - ( ——

MOHDSAN^BIN YAH/a

3-3( pm y ne.no ha ch r i -faltlrQh UM/.
Pegawai Eksekutif 

b P Ketua Jsjahan Pasir Mas
1

2-^/oj/lG Aim Hi -
Mas I

j g-OOqm 1 menq&cop bpdan hQUaran, tarTKh /-Icippoh

dan no - ttltfon prupro pa da ba Ka

PMt derma -fobc/np pembmaq h moqid

bcrhora nukim pun id Qasu ■

5____ 1 Q0 bc<nh huku

fyn/o

I

2 ■ (rumbanter 'Sba-f mbhaQ/nAAi crop
" - " ” ...........- ..........." V....-...............................    ■1 --------

dr briTh -sfot
^——____ 2__s

—’ 3- ^e/pboat sabnan doMrr^n •
MOHDSA^I BIN YAHYA

__  K
Pegawai Eksekutif ” 

b p Ketua Jajahan PasirMas

1__ ?-0Upcn 4-- peppimpQQh bbrCdboo Ti^balam fymjcrL-4----------/-----LJ--------- 1--------- ;------------------------------------- £--------------------------- L-V.--------------------- -----

^abb timber pa pan pasanan fall3 larnct . (fail dahand
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■
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“> / merci h

-> -fail hfiQU

j
---- — \ 

MOHD SANI BIN YAHYA
If- — 
j

mCfO^QnttJ stoi trzmbeii bod ME
Pegawai Eksekutif 

b p Ketua Jaiahan Pgsn M?f

500 pm ''fom/Zc/ Doq ’ pad Ci 2-5 AW OGlb
p 1

j cn/ogM A<TWlTi

IMO tiro 1 ■ menqhcidir] taokii-Qh poq? qQaq berio'ia<

!‘Ocr^Q i Titooh TCcbQCar Qchir zaman.

irvzriQQmbuDQ Uienc/e.Ta ■ <Yan''J
/aZ/ - fci? / fan oh .

3- roembdiLP hodrc/h Doq '

i)cidci d- & 5 ^0/b ■ Tv

• i

»'L J ■ nvw/cim bonq m/nqrCop ce^i derma
MOHDS a'n'Ii BIN / A H Y A

H
FCCpm d-g being pembmaan bWji'd ■

Pegawai EkieKahi 
b o Ketua Jai?" c -jt.n Mrc

L

jOi/02/lb AbTiyiTl
L ? e<3 Um / !mnqambor)d menqeccp resit de^Q- ---- 1 ------ 'er----/-----=-----------------------

idixma pembinaan niazid •-------------------------7‘ ’I- ■ .. .................. —..............................................

— '............... ■ • • ■ • • • •■<■ ■ ‘ ................ . , ■ • , . ... . ..... ■<’ . ■■ • ........ . . , ".,*'"1 :'~.'',''‘!''lfi,f’•
■■ T":"-:..’ ■ •- .•
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DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARKS
|

2- mere hod no ■-fail dQn rn&ovusvr) dalbm

hotoh mmOTKUt nenT^-AQnd daT^ oe/jerti tvv-
■ 1 
d

—
Mapm, PrPm dan Dopm io ay tabun

J __ i —r j - r
----- * •

to ha a van a ierlibqt - /-* C

___________ A r k kX r-. . . v. . *

3 '30 3 - tnenQhqdir'i id^hrrah UM!'
IVIVJI l u DI w T Mn If H

Pegawai Eksekutif
b p Kelua Jajahgn Pasii

O&/O3//0 ApTMT!

£ co am i-menq7^ut PpjPm pc Iddiii^ Aqama

Islam dan ICP'QdQt fWaniah CfOfl/b) untat
n

tncnoiec.QO MF ip bQdo buna resit derma

_
v r /

hbanq nembmaah nwi/d baharu muttm
. ,

bunur cusu .

J mebahantar Meat perbendbharaao

di ^eridbot Se-tiWuha remoan Maert (Wk)
(X

■ '— ^V)o
___ ।

3 ■ mem boot denarqi stop bam ■set>ob bu/on
MOHD SANliBIN YAHYA 

Pegawai Fksekutif

5 001? m qanq dicfjnqpqh o/eh PfQ/■
b p Ketua Jajahan Pasir Mas

r

- __ ____ .... - ___ _ - -...

o?/W/fc AKTIVin % iUt 3c.

j - co am i mentdOmbunq tnertKod ro.-/q'if don /nemos or bo O

U do lam potqp .

2. meniGQCi Broder Koamcr thrdmor

bblonaaon ■

-



DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARKS

---- "
menobua-t SQHrtan c/o turnon .

4- rnznono /mereK^d Wat r^aq /

5'0Gpm <-------
V___

MOHD SAN 1 R1N vaHY A

^/OS/IG AknviTi Pegawai Eksekutif

S-00 qm C /neo^hOO'hq^ ■

q. mer^EOd buim - btrtrr raenu^ldklccid

buttron sebagci'i tod ssooo - ha^ga

iDodQi gang fam •

mengJKut EahaQ'iQn2 gctnci ^libcit -
I

C^mKQI > p^toangungn > pengggtoa)

d ' tn^oqannbqnq mere Pod sICk W nq

N cframbTl ofth poda ha fan

r ‘ /

A/i n u n c a m Nd im v a < i v a------- 1viOriu5AINrtrtIN"TnftYA-----------
5 copm 

r 3db!5 • Pegawai Eksekutif
b p Ketua Jaiahan PasirMas

। oi lo3/\& AKriviri

g-OOqrO /■ (berghqdiri fcphl^h pocg gQbp ber/QiUK

bin /nqia ^qurfft .

J - rnertkod q/vb aonq diatnbd o/th sto-f

padq bu/an januar'i aoia> ■

3- me re hod ho.^! tanah jar, nengdsari, " ........... kZ 1
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DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARKS

5-oopm fail -tanah Kwbm da/am /nta^-
1

to /03/1
MOHD SANT^IN YAHYA

8 00 am 0 VcVbuQl ao/man dorumen ______ Pegawai Eksekutif_________J_
b p Ketua Jajahan Pasif Mas

> mentum puna mawurveMh fad-fem je/nah i
• i

lama tian baru 1

CPpod no fa7l dan liodarao yema pertu
f i

■-

me/etat(nan fad whah te det tarn ixrtedc

dan m e/aMran fatak. -potak r^eb w • —■ VVY

Tuvan -? /ne/pudahton pencarTan pads mpa
v Ts -£ s^D. >/

depan ■
C--------- *

3 30 pm S- fWntihad'ri fa^ntroh Ldmi
MOHD SANI^lN YAHYA

1 Pegjwni Eksukutlf
b p Ketua Jajahan PasirMas

13 103/lb AktMti

g GO a m 1 me.nqa£in qpqn bad co 7 bauoron U

kr, da la tv fad- j

mdnbantix jtaj diendamtn ba ran a sdor • •- I i

dida/am bd^K bf^P-

J- T^mbuat ffilinan dObunnen .
~f <S 'j ,

MWH 0 5AN 1 BIN V AH YA
__s/_ Peaawai Eksekuhf

b p Ketua Jajahan Pasii Mas
5'<90 pm mehqhanfar surat UpadQ sbaf df unTt
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—•--
\^l DZfl G AKTWITi

8-00 I- mernbual salmon dokurmn-

2 nunuamb ana merekod stok yana........... J' V' .. .......  -........ sj
dTambil oieh eW pTdPm pa da bolan

i Janucmi <2016-

•i - menciambunq mznquru.'Stan -fan--fer>l ianahp
lama dan barn ■

q neretod no- pair don tmnyusun & M 0 H D S A Nl B1N Y A11 v ”

J 5- OC pm da lam kotor ■ Pegawai Eksekutif
I r jaialid/i Pasir Mas

AKTivirt

fCOnrA imerercd sfor kprq dromb'd oieh

PbUpm pQdq ba Ian febraarl aoiQ. •

a menufam bona m^nquansbon ~fe/H--fcn/ -fanoh

hrra dan barn ■r
mm bod no‘ don tzC7 
do/am dotak

1
P>- mrnqhonkan bail pi- ptpcidaU' /I

tqtodcmqqn PljPm dT OlTi-f Tonah ■ h n 11 n c a n\r i n v a h Y a

_ A
--------------- u----------  ' ' ...............     — " IVl U n U J r\ IN 70 I ‘ ’ r r> n i m 

Pegawai Eksekutif
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b p Ketua Jaiahan pisn Mat

7---- -
i
j ■

7 ■ u ■■ .....
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DATE EXACT NATURE OF WORK DONE
1
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IG/ D3// G

i- Menqhadfrl paql Wba ^nq
■

berfeiuK ^Krama-i iS^mabifi Oexai” ■J

2- r^qqhq hiqb fate - ________________ ——  j

3- fnenqom bqqq rmr^tod pWp drarpfa

o^h LQbfongQn P7dPm pa da by/an

Fcbruor 7 • —A —-

»

■ mengjrugtcfo fail--foil tQnah jama dan

baru ■ x—- ________________________ _

- merited ^o- -fan dan nencfusun he
A. j \

da/Q/n pofah
MOHDSAN^BIN YAHYA

Pegawa/ tzksekuiii 
b pKetuaJajahanPasirMas

1

11

j

'
, ■

..... — — — ... 1
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Dengan Sukacitanya Sijil ini Dianugerahkan Kepada
NUR SALEHAH BINTIJAMALUDIN

KeranaTelah Menyertai

KOLOKIUM WANITA PEMADAM KELANTAN 2016: 
PENYALAHGUNAAN DADAH DAN BAHAYA AIDS

Pada
23 FEBRUARI 2016

Bertempat di
DEWAN TERATAL KOMPLEKS KOTA DARULNAIM 

KOTA BHARU, KELANTAN

"DARI RAKYAT UNTUK RAKYAT: HIDUP PENUH ERTI" 
"MASA DEPAN NEGARA TERLETAK DI TANGAN ANAK KITA" 

"SAYANG! DAN HARGAILAH ANAK KITA" 
"KELUARGA CEMERLANG: NEGARA BANGSA BERJAYA"

(YB DATO' HJ ABDUL FATTAH BIN HJ MAHMOOD)
Pengerusi Jawatankuasa Kerajaan Tempatan, Perumahan, Bella dan Sukan

Merangkap Naib Yang Dipertua PEMADAM Kebangsaan
Merangkap Pengerusi jawatankuasa Penyelaras PEMADAM Negeri Kelantan



NUR SALEHAH BT JAMALUDIN 
KP: 930831-03-6110

IJAZAH SARJANA SAINS PENTADBIRA
UNIVERSITI TEKNOLOGI MARA(UITM

SARAWAK



UNIVERSITI 
Teknologi 
MARA

FAKULTI SAINS PENTADBIRAN DAN PENGAJIAN POLIS
UNIVERSITI TEKNOLOGI MARA

BORANG PERJUMPAAN DENGAN PENYELIA 
LAPORAN AKHIR PRAKTIKAL (ADS 666)

NAMA PELAJAR

NO MATRIK UiTM

NO KAD PENGENALAN

PROGRAM

NAMA PENSYARAH PENYELIA

. NUR SRLEHRH BlNTI g-AmALUOlN

• 33083' -03-BUO

:AM228/AM225*

• DP- NPlDRMUW ISNIN

* Pelajar dikehendaki mendapatkan tandatangan dari Pensyarah Penyelia Penyediaan Laporan Akhir Lat
pertemuan diadakan
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* potong yang tidak berkenaan
Sila gunakan lampiran jika ruang sediada tidak mencukupi
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