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ABSTRACT.

The process of appointing Academic Administrators is critical to the effective management and operation
of academic institutions. Timely and accurate issuance of appointment letters ensures that administrative
positions are filled without delays, which is essential for maintaining the continuity and quality of
academic services. The RemindMe project addresses the issue of delays in issuing appointment letters for
Academic Administrators. The project aims to enhance the efficiency and timeliness of processing these
letters by introducing an early warning system for administrative assistants. The objectives include
implementing an innovative work culture within the Academic Affairs Division, providing a systematic
reminder process, and reducing delays in issuing appointment letters. The research method involves a
guantitative approach, with the development and implementation of the RemindMe system, data collection
through distribution of questionnaires towards the effectiveness of the system. The data was analysed
guantitatively using descriptive statistics involving frequency distribution and percentage and presented in
the form of a table. The effectiveness of the system was assessed through feedback and performance
metrics before and after implementation. Findings indicate that the RemindMe system significantly
reduced delays and was well-received by administrative staff, who reported improved efficiency and
reduced stress. The project demonstrates the positive impact of leveraging technology to streamline
administrative processes within academic institutions, supporting the smooth operation of academic
administration and setting a precedent for future innovations in administrative efficiency.

Keyword: Academic Administration, RemindME, system

1. INTRODUCTION

Effective management of academic appointments is crucial for maintaining the smooth operation and
governance of academic institutions. The appointment of an Academic Administrator involves the
payment of an allowance and a reduction in lecture duties. Appointing individuals to the Industry
Practitioner Track and the Research Track also include a reduction in lecture responsibilities. The office
that manages the process of appointing an Academic Administrator requires collaboration across several
departments, including the Administration Office, Academic Affairs Office, Research Office, Industry,
Community and Alumni Network, and the Treasurer's Office. Any delay in the appointment process can
significantly impact university governance, such as affecting the confirmation of chairs or members for
important meetings, resulting in meeting outcomes without a valid appointment letter, delaying the
allowance payment process, and pending planning for lecture distribution within the department. Delays
can also affect the application for the allocation of Full-Time Lecturers (PTFT), and the location of the
Academic Administrator appointment document may be problematic since the process involves

295


mailto:hanem537@uitm.edu.my
mailto:mahfu519@uitm.edu.my
mailto:suria111@uitm.edu.my
mailto:suria192@uitm.edu.my
mailto:fawazie@uitm.edu.my

coordination with another department. Therefore, the RemindMe innovation aids in quickly locating
evidence by having local copies of documents in a central drive (one-stop centre).

2. METHODOLOGY
To address delays in the appointment process of Academic Administrators, the RemindMe project
employed a quantitative approach using questionnaires. A structured questionnaire was designed to gather
data on the frequency and causes of delays, specific stages where delays occur, and overall satisfaction
with the current process among administrative staff involved in the appointment process across relevant
departments. Collected responses were analyzed using descriptive statistics to quantify the extent and
causes of delays and identify patterns related to timing and impact. Subsequently, the RemindMe system
was implemented based on insights from the questionnaire, followed by continuous monitoring and
feedback to assess its effectiveness in improving efficiency and timeliness.
To address delays in the appointment process of Academic Administrators, the RemindMe project
employed a quantitative approach using questionnaires:
1. Questionnaire Design:
Developed a structured questionnaire targeting administrative staff involved in the appointment
process. Included questions on the frequency and duration of delays, specific stages where delays
occur, and overall satisfaction with the current process.
2. Data Collection
Distributed the questionnaire to administrative staff across relevant departments (Administration
Office, Academic Affairs Office, Research Office, Industry, Community and Alumni Network, and
Treasurer's Office). Collected responses over a defined period to ensure comprehensive data coverage.
3. Data Analysis
Used descriptive statistics to analyse the responses, quantifying the extent and causes of delays.
-identified patterns and correlations related to the timing and impact of delays.
4. Implementation and Evaluation
Implemented the RemindMe system across all departments based on insights from the questionnaire.
Conducting follow-up surveys to gather feedback on the system's usability and effectiveness.
Using continuous feedback to make necessary adjustments and improvements.

3. FINDINGS
Table 1 Results from the questionnaire
1 2 3 4 5
Strongly Strongly
Disagree Agree
Effectiveness
. L 0 0 0 0 6
1. The RemindMe reduces the delays in issuing (100%)
appointment letters for Academic Administrators.
2. The RemindMe enhances the efficiency in searching 0 0 0 0 6
the appointment letters for Academic Administrators. (100%)
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3. The RemindMe improves the process of managing the 0 0 0 1 5

lecturer's responsibilities and effectiveness in (16.66%) | (83.34%)
payment of an allowance
4. The RemindMe implements lean management. 0 0 0 0 6
(100%)
5. Introduce the system to other departments that involves 0 0 0 0 6
(100%)

appointment process.

4, CONCLUSION

The development of the RemindMe Project represents an administrative transformation aimed at making
the community more efficient and innovative. It aligns with UiTM Perak’s KPI to enhance an innovative
working culture among campus members. Support, assistance, and cooperation from various parties are
highly anticipated to facilitate a more sustainable university administration process.

REFERENCES

Carole, J. B., Bruce, A. C., Deborah, A. F., Kelly, R. R., & Justin, S. (2006). 1. The Impact of Appointment
Type on the Productivity and Commitment of Full-Time Faculty in Research and Doctoral
Institutions (pp. 89-123). Taylor & Francis, Ltd. Vol. 77, No. 1, Special Issue: Moving into the
Next 75 Years (Jan. - Feb., 2006)

T. Papaconstantinou, H., M.D., & C. Lairmore, T., M.D. (2015, June 1). Principles for Academic
Administrative Appointments. UCDAVIS, (Issue Report).
https://www.researchgate.net/publication/40688861 Academic_Appointment_and_the Process_of
_Promotion_and_Tenure

297


http://www.researchgate.net/publication/40688861_Academic_Appointment_and_the_Process_of

Pejabat Perpustakaan I Universiti Teknologi MARA
Librarian Office Cawangan Perak
Kampus Seri Iskandar

32610 Bandar Baru Seri Iskandar,

Perak Darul Ridzuan, MALAYSIA

Tel: (+605) 374 2093/2453 Faks: (+605) 374 2299

TEKNOLOGI
MARA

o
N

Su_rat kami : 700-KPK (PRP.UP.1/20/1)
20 Januari 2023

Prof. Madya Dr. Nur Hisham Ibrahim
Rektor

Universiti Teknologi MARA
Cawangan Perak

Tuan,

PERMOHONAN KELULUSAN MEMUAT NAIK PENERBITAN UiTM CAWANGAN PERAK
MELALUI REPOSITORI INSTITUSI UiTM (IR)

Perkara di atas adalah dirujuk.

2. Adalah dimaklumkan bahawa pihak kami ingin memohon kelulusan tuan untuk mengimbas
(digitize) dan memuat naik semua jenis penerbitan di bawah UiTM Cawangan Perak melalui

Repositori Institusi UiTM, PTAR.

3. Tujuan permohonan ini adalah bagi membolehkan akses yang lebih meluas oleh pengguna
perpustakaan terhadap semua maklumat yang terkandung di dalam penerbitan melalui laman
Web PTAR UiTM Cawangan Perak.

Kelulusan daripada pihak tuan dalam perkara ini amat dihargai.

Sekian, terima kasih.

w.
“BERKHIDMAT UNTUK NEGARA” &

37-\-2027

Saya yang menjalankan amanah,
PROF. MADYADR. NUR HISHAM IBRAHIM

REKTOR
UNIVERSITI TEKNOLOGI MARA

AWANGAN PERAK
}c(;AMPUS SERI ISKANDAR

SITI BASRIYAH-SHAIK BAHARUDIN
TimbalanmKetua Pustakawan

nar

Vniversite Tebnologi MARA Cawangan Perak : Experiential Leanning Tu 74 Greenw Envinonment @ Sevi Tekandar



	1.cover.pdf
	Binder1.pdf
	indes2024 extended abstracts front cover.pdf
	indes2024 extended abstracts after cover.pdf
	INDES 2024 COPYRIGHT ISBN 2024.pdf
	INDES 2024_EDITORIAL_TOC_PREFACE.pdf

	INDES 2024 EXTENDED ABSTRACTS FINAL DRAFT.pdf
	INDES 2024 EXTENDED ABSTRACT PG
	5.SL_COMBINED
	5.SL_COMBINED
	SL COMBINED BC
	BSL-0675454_AAUTOMATIC SHRIMP SEED COUNTING DEVICE BASED ON INTERNET OF THINGS (IOT) AND ARTIFICIAL INTELLIGENCE (AI) TO SUPPO
	BSL-2633814_STRATEGIC DIGITAL FORENSICS FRAMEWORK FOR CORRUPTION PREVENTION IN FINANCIAL SECTORS_EDITED.docx
	BSL-3695135_UNVEILING THE CORAL REEF LANDSCAPE.docx
	BSL-4998284_SHUCA ANTI-BACTERIAL TISSUE INNOVATION FROM CASSAVA PEELS_EDITED.docx
	BSL-7147878_RRICE REIMAGINED ENHANCING NUTRITIONAL VALUE AND GLYCEMIC CONTROL THROUGH FORTIFIED PARBOILED RICE_EDITED.docx
	BSL-7637239_SOLAR PANEL FOR INTEGRATED IRRIGATION SYSTEM_EDITED.docx


	1.DC_COMIBINED
	1.DC_COMIBINED
	DC COMBINED BC
	BDC-0152335_TRADCON Blending Batik Heritage with Contemporary Trends to Raise Cultural Awareness Through Fashion
	BDC-2550421_Exploring Culinary Diversity in Yogyakarta and Optimizing Tourism Through Foodiverse Application Techn
	BDC-2633814_SSAMPAHMAS REVOLUTIONIZING WASTE MANAGEMENT WITH SMART SOLUTIONS_EDITED.docx
	BDC-5026160_QUIC POWER ACCESS REVOLUTIONIZING MOBILE CHARGING WITH SMART SOLUTIONS_EDITED.docx
	BDC-5557363_AN ECO-FRIENDLY DESIGN CONCEPT IN URBAN AGRICULTURE FOR CAFÉ CULTIVA_EDITED.docx
	BDC-6803850_C-LANDO LITERACY INNOVATION OF DIGITAL-BASED INDONESIAN CEXPLORATION OF THE ARCHIPELAGO'S HERITAGE_Muhamad Catur G, Rizma D
	BDC-6888363_ UV-SHIELD CAP2CARRY_EDITED.docx
	BDC-8101148_RIVERBANK_Extended_Abstract_Siti_Mariam_Zakirah[1] - Mariam Zakirah
	BDC-9430147_MODULAR DESIGN CONCEPT IN AN URBAN AGRICULTURE PRODUCT FOR PRIMARY SCHOOL STUDENTS VEGO_EDITED.docx


	6.ST_COMBINED
	ST COMBINED BC
	BST-0376337_CIAMIK INDES 2024 FINAL (1) - ANNISA FIDANTA SHAFIR -
	BST-0708778_AUTOMATED ROCKMELON GRADING TECHNOLOGY_EDITED.docx
	BST-1231395_GROUNDWATER POTENTIAL MAPPING ZONE USING FREQUENCY RATIO AND RANDOM FOREST MACHINE LEARNING TECHNIQUE_EDITED.docx
	BST-2095981_VISUALISING STUDENT FINANCES_EDITED.docx
	BST-2217513_SMART CLOTHES DRYING SYSTEM WITH WEATHER FORECASTING PREDICTION_MissThananya_Hazlina - Delinn Haron
	BST-2253943_UTILIZATION OF PALM 
	BST-2318316_APPLICATION OF OVERNIGHT PLACES NEAR UITM_EDITED.docx
	BST-3078577_OPTIMIZING CARBON EMISSION ANALYSIS FOR SUSTAINABLE ENVIRONMENTAL IMPACT_EDITED.docx
	BST-3446976_SWITCHLINK SMART IOT PLUG CONTROL AND MONITORING SYSTEM_NASRAAN SHAH - Nasraan Shah
	BST-3879069_TechTrackerRNAqPCR_SitiRohaliza - Siti Rohaliza Alitar
	BST-3887320_Celltrix Pro - Bioengineered Scaffold Kit for Successful MSC Differentiation
	BST-4019027_TTURNING WASTE TO 
	BST-4045673_POWERING THE FUTURE 
	BST-4295278_MOBILE APPLICATION OF PERAK i-CARE_EDITED.docx
	BST-5324538_GEMAH (Gerak Modal Usaha)_Saddam Murtadho Mansyur - SADDAM MURTADHO MANSYUR -
	BST-8826141_SSTABILIZATION OF SOIL USING KENAF FIBRE AND EMPTY FRUIT BUNCH(EFB) IN INCREASING COMPACTION CHARACTERISTICS_EDITED.docx
	BST-8941732_INVESTIGATION OF CHARRING RATE FOR SOLID MALAYSIAN TIMBER IN 2-D STANDARD FIRE EXPOSURE USING
	BST-9332385_TUNGSTEN TELLURITE DOPED GLASS AS RADIATION SHIELDING MATERIAL_EDITED.docx
	BST-17983036_PENANG_S PEDESTRIAN WAYFINDING AND BIKING_EDITED.docx
	BST-63321608_KANDARKRAZE MOBILE APPLICATION_EDITED.docx


	4.SE_COMBINED
	4.SE_COMBINED
	SE COMBINED BC
	BSE-1561691_FIX “JOFIL” Johar Leaf Extract Lotion as Antifungal_Dwiqi Ibnu Khoirin (1) - 024_DWIQI IBNU KHOIRIN_akt -
	BSE-3193466_“THE POTENTIAL OF KELOR LEAF (MORINGA OLEIFERA) SCRUB AS A NATURAL ALTERNATIVE FOR SKINCARE_EDITED.docx
	BSE-3393716_BARBERODA INNOVATING GROOMING EXPERIENCES WITH MOBILE CONVENIENCE_EDITED.docx
	BSE-4025892_EESSENTIAL OIL FROM CARICA SEEDS_EDITED.docx
	BSE-4993518_Crowdfunding Framework for Waqf Property Optimisation of Waqf Institution
	BSE-5083839_KNOWLEDGE SHARING MODEL FOR PERFORMANCE IMPROVEMENT OF OUTSOURCED FACILITIES MANAGEMENT
	CSE-3292750_THE APPLICATION OF GENOGRAM IN FAMILY COUNSELLING  A CASE STUDY siti nor fatimah.docx (1)


	2.ED_COMBINED
	2.ED_COMBINED
	ED COMBINED BC
	BED-5284042_THE RISE OF NATIONALISM_EDITED.docx
	BED-5993426_LeTTRaN Kit Mathematics Tool Innovation For The Rational Numbers Topic
	BED-6439820_UNITAX_1EDITED.DOC.docx
	CED-3312397(2)_Solar Adventure_Adam - Amir Hakim
	CED-3312397_Journey to Jannah_Aimy Najla - Amir Hakim
	CED-4325155_SPREAD _ FARINI BT AHMAD FADIL - Farini
	CED-5520740_P.E.S CARD _SOLVING HOTS ESSAY WRITING PROBLEMS IN HISTORY SUBJECT - JUWAIDAH BINTI ABU NAIM KPM-Guru.docx


	3.ASA-6673578_MODEL FIQH IBADAH MASYARAKAT ISLAM ORANG ASLI DI NEGERI PERAK_ PAIZ HASSAN - paiz Hassan.docx




