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ABSTRACT

This academic report paper based on the industrial training period from the 03 February
2019 until the 30 of June 2019 in Training And Competencies Unit Under Human Resources
Department at Pejabat Setiausaha Kerajaan Negeri Kelantan (SUK). During the internship,
| had been exposed to the real industrial working environment at this unit. The first chapter
of the report is the introduction which is about the background of Pejabat Setiausaha
Kerajaan Negeri Kelantan (SUK) that included the profile, vision, mission, objective as well
as core value practiced, location and organization structure. The second part of the report
is about the unit that | was placed for the internship which is Training and competencies unit
under Human Resources Department. This part contains of departmental structure that
explained their organization chart and roles of the department. The third part of this report
contain of my industrial activities. 1t detailed explained my industrial training daily activities
and my special project which is manual guide (e LATIHAN system). The last part of the
report contains the conclusion consists of application of knowledge and skills during
internship, personal thoughts and opinions, lesson learnt and limitations and

recommendations.
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1.

CHAPTER 1

INTRODUCTION

Internship can be defined as a structured work experience related to a student's major
or career goal. An experience that should enhance a student's academic, career, and
personal development. An internship offers the chance to learn by doing in a setting
where students are supervised by a work-place professional and have the opportunity
to achieve students own leaming goals, without the responsibilities of being a permanent
employee. An internship also offers the opportunity to work with someone who can
become a mentor for student, not only in the internship but throughout career. The main
objective of Industrial Training is to expose the students to actual working environment

and enhance their knowledge and skill from what they have leamed in the college.

Another purpose of this program is to instill the good qualities of integrity, responsibility
and self-confidence. All ethical values and good working practices must be followed by
student. It is also to help the students about the safety practices and regulations inside
the industry and to instill the spirit of teamwork and good relationship between students

and employees.

All information system management student is compuilsory to undergo industrial training
at the finally years study which is on seventh semester. The duration of student should
complete the industrial training, it is about 5 months, because of our semester is on end
of years, our industrial training is started on 1 February 2019 and must be end on 31 end
2019. Since information system management student, industrial training needs to
undergo for related fields such as information technology. The trainee has chosen
training and competencies unit under Human Resources department at Pejabat
Setiausaha Kerajaan Negeri Kelantan (SUK) as an assistant director in, supervisor that
assign for trainer to assist and make sure trainer will get experience in training and

competencies unit.
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1.1. Introduction of the Organization

1.1.1. Background of Pejabat Setiausaha Kerajaan Negeri Kelantan

Figure 1: Pejabat Setiausaha Kerajaan Negeri Kelantan

in the 19th century to early 20th century, secretarial duties such as writing a letter —
Royal Mail and the government formal mail has carried out by "Semian" (Tok
Semian). The word "Semian" comes from Siam which means "scribe”. At the end of
the century 19, semian offices located in the long building made of wood in front of
the Istana Balai Besar and called "Opis Long" which was built at the beginning of the

reign of Sultan Mansor (1891-1899).
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Figure 2:Pejabat Setiausaha Kerajaan Negeri Kelantan

At the beginning of the reign of Sultan Muhammad IV (1899-1920) was built a
rectangular wooden building called "Opis Pohon Celagi". Pejabat Setiausaha
Kerajaan had also been placed in the ‘Bangunan Takdir, Jalan Sultan Ibrahim, next

to the Old Post Office, Kota Bharu.

During the Japanese colonialism in 1942, a new building for the Office of the Pejabat
SUK has been moved to a new building in Jalan Hospital / Street Doctor. After the
completion of the new building in the Kampung Puteh, Jalan Kuala Krai, in March
1987, the Pejabat SUK began to be placed in Kompleks Kota Darulnaim, Kota Bharu

Kelantan.

1.1.2. Vision

The leading civil service leader in 2020

1.1.3. Mission

i. Toempower Kelantan's civil service management system
ii. Generate world-class civil servants
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1.1.4. Moto

World Class Organization

1.1.5. Contact Information

Table 1: Contact Information of SUK

Organization Pejabat Setiausaha Kerajaan Negeri Kelantan

Name’s

Address
Pejabat Setiausaha Kerajaan Negeri Kelantan
Blok 2, Aras 2, Kota Darulnaim
15503 Kota Bharu, Kelantan

Phone. No +609 7481957

Website http://iwww kelantan.gov.my/index.php/ms/

1.1.6. Roles of Pejabat Setiausaha Kerajaan Negeri Kelantan

Office of the Secretary of State is the state secretariat which handles affairs related
to state administration. Office of the Secretary of State has twelve (12) and the

support unit comprising:

vi.

vii.

State Economic Planning Department (Perancang Ekonomi
Negeri):

Human Resources Department (Bahagian Pengurusan Sumber
Manusia)

Management Services Department (Bahagian Khidmat
Pengurusan )

Local Government Department (Bahagian Kerajaan Tempatan)
Housing Management ( Bahagian Perumahan)

Government Meeting Council Department (Bahagian Majlis
Mesyuarat Kerajaan )

Internal Audit (Unit Audit Dalam)
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viii. Tourism Department (Bahagian Pelancongan Dan Kebudayaan
Pejabat SUK)

ix. Information Technology Department (Bahagian Pengurusan
Teknologi Maklumat )

X. Corporate Managementy Department (Bahagian Pengurusan
Korporat)

xi. Integrity Secretariat And Innovation (Urus Setia Integriti Dan
Inovasi

Xii. Legal Department (Unit Undang-Undang)

Pejabat SUK Kelantan is the General Administration of the State and also act as
Chairman of the Office for all department / agency and the State and Federal
Statutory Bodies and twelve (12) Local Authority State. Therefore, Govemment
Departments / Agencies, Statutory Bodies and Local Authorities are not only
responsible to the Ministry at the central levei but indirectly responsible to the Pejabat
SUK. Statutory Bodies and Local Authorities are part of the Public Service. This is
because both bodies autonomous adopt regulations Public Service conceming the
appointment, promotion, termination, administrative instructions, conditions of
service and the Remuneration System which officials and their staff also receive
pensions and benefits retirement as enjoyed by members of the Public Service.

Among the major role played by Pejabat Setiusaha Kerajaan Negeri Kelantan (SUK)
as the state secretariat which handles the affairs of the state administration are: -

i.  Role as a leader and organizer.
ii.  The role of facilitator and regulator.
iii. The role as a state strategic coordinator.

iv. Bilateral relations between the government and the people.

Role As the leader and organizer

Pejabat Setiausaha Kerajaan Negeri Kelantan (SUK) act as a leader and organizer
in exploring new areas to ensure the coordinated development between the ongoing
state and in achieving the objectives of country, especially in realizing the agenda of
human resource development in the settled and implement the roadmap to produce
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b)

d)

a strategic human capital needs required by the country to cope with the country's
competitiveness and global challenges

The role of facilitator and regulator.

Pejabat Setiausaha Kerajaan Negeri Kelantan (SUK) acted as a facilitator and
regulator in the development of the country based on the fundamentals of the
national macro to make the country being competitive globally, especially the
provision of skilled human capital, knowledge, has the robustness of yourself, be
proactive, competent, efficient, productive and smart thinking in accordance with the
state in overcoming the challenges.

The role as a state strategic coordinator.

Pejabat Setiausaha Kerajaan Negeri Kelantan (SUK) acts as a vital Strategic
Coordinator to stakeholders and customers (people) whether in the development of
infrastructure and human capital development in order to ensure the progress of the
state in accordance with the progress of the center.

Bilateral relations between the government and the people.

Administration in the Pejabat Setiausaha Kerajaan Negeri Kelantan (SUK) has been
using a "Two Step Flow ', where there is the feedback process between the
government and the people. Through bilateral contact, the govemment and the
people will be able to assist the government in order to provide the best service to
the people.
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1.1.7. Customer Charter of Pejabat Setiausaha Kerajaan Negeri Kelantan

Table 2: Customer Charter of Human Resource Department

No.

Department

Customer’s charter

State Economic
Planning
(Unit

Ekonomi

(UPEN)

Perancang
Negeri)

»

Preparing Papers Committee / Executive
Council within 14 working days.
Prepare and distribute minutes of meeting
within seven working days.
Processing applications for investment
projects not exceeding 6 months from the

date the application is filed

Housing Management
(Bahagian Perumahan)

Managing payments clear Low-Cost Public
Housing (RAKR) within no more than 10
minutes to process new applications.
Managing Public Low-Cost Housing (RAKR)
within 60 working days from the date of
application depends on the readiness of the
house.

Managing the transfer process applications
Public Low-Cost Housing (RAKR) within 60
working days from the date of application.
Action complaint management Public Low-
Cost Housing maintenance (RAKR) within 5
days from the date of application / complaint.
Managing home sales quota application
process to non-Malays by the developer
within 60 working days from the date of
application.

Local Government

Department (Bahagian

Kerajaan Tempatan)
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Provision of Payment Voucher appointed to
the State Treasury within 7 working days after
receiving a complete application.

Shipping Financial Statements for auditing
local authorities before 31 May each year to
the National Audit Department.

Disclosure of complaints / feedback to PBT
within 3 working days after the complaint /
feedback welcome.

Monitoring Unit One Stop Center (OSC) PBT
entire state before the 15th day of each
month. The distribution of development funds
to local authorities two times a year (before
the end of April and October of each year).

Human
Department
Pengurusan

Manusia)

Resources
(Bahagian
Sumber

A\

All service within 5 days of receipt.
Managing Application State civil servants on
leave (Half-Paid / Unpaid) within 10 working
days from the date of application.

Managing application abroad / Haji Leaves
within 14 working days from the date of
application.

Managing disciplinary cases within 4 months
from the date of receipt (complete document)
for normal cases.

The promotion of four months from the date
of receipt (subject to security clearance
decisions MACC) on the date of application.
Managing reimbursement of treatment within
15 working days from the date of application.
Managing pension within 2 weeks of receipt.
Production mental transformation program
results within 2 months from the date of
completion of the course.
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.

»

Issue a letter of permission to attend
meetings / briefings within 1 week of receipt
of request.

Processing the application for exception of
induction and examination within 2 weeks of
receiving the application.

Integrity Secretariat and
Innovation

(Bahagian Integriti dan
Tadbir Urus)

v

Organizing integrity awareness programs
such as lectures / workshops / seminars /
forums and such as it at least two (2) times a
year.

Receive an invitation lecture / briefing on the
integrity of at least one (1) times within three
(3) months and submit a declaration of
acceptance of the invitation lecture / briefing
department / agency concerned within three
(3) working days after receiving the invitation
lecture / briefing.

Submit reports of integrity and govemance of
the Malaysian Anti-Corruption Commission
(MACC) to three (3) times a year.

Implementing'Jawatankuasa Integriti dan
Tadbir Urus’ (JITU) committee meetingsthree
(3) times a year.
To conduct a study on perception of the
integrity one (1) times a year and provides
research reports concemed within seven (7)
working days.

Government  Meeting
Council
(Majlis

Kerajaan)

Department
Mesyuarat

Processing the received of EXCO Paperwork
and distributed to the Members of the
Executive Council in the last (5) five working
days.

minutes after the

Prepare reports

Conference of the Executive Council

immediately on the day of the conference.
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Send resuits conference / files to the parties
concerned within three (3) working days.
Approval for under the provisions of the
Executive Council in the last (5) five working
days.

Processing the issue of pension payments
after receiving a complete application from
the applicant within three working days.
Processing ftravel claims forms of the
administration and members of the state

assembly within 4 working days.

Community
(Bahagian
Masyarakat)

services
Khidmat

Y

Application for the use of govemment
vehicles within 1 working day.

Preparation of salaries and allowances
completed within seven working days from
the date of receipt of the completed claims.
Preparation of payment vouchers claims by
suppliers completed within 7 working days
from the date of receipt of the completed
claim.

Production payment receipts completed
within half an hour after receiving the
payment.

Local Production Order and Work Order
completed within 3 days of receipt of a
complete application.

Managing a small complaint in the office
within 5 working days.

Ensure cleaning work by contractors
appointed and the unit responsible for
camrying out cleaning with satisfaction within
5 working days.

Ensuring  Government  vehicles are
maintained in accordance with the timetable
set within 3 months.
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A

Ensuring stock of office supplies in storage
is always available and sufficient within 1
month.

Ensuring the management of capital assets
inventory records and regularly updated
within § working days.

Maintain inventory and capital assets that are
in good condition and can be used within 1
month.

Internal Audit
(Unit Audit Dalam)

%

Conduct audits in ten (10) year state
agencies.

Issued a preliminary report of Audit
two (2) weeks of
completion of the audit.

the final report of the audit

observations within one (1) week after the

observations after

Issuing

"Exit Conference".

Running a sudden audit at three (3) year
state agencies.

Conducting inspections in sixteen (16) year
state agencies.

information technology
Department
(Bahagian Pengurusan

Teknologi Maklumat)

Maintenance of the systems developed
applications made within no later than three
(3) months from the date of application.
Taking action on the complaint had access
network
departments and ICT equipment damage in
all of Division / Unit under the Pejabat SUK
within 24 hours of receiving the complaint

under the control of these

10.

Corporate Management
department

(Bahagian Pengurusan
Korporat )

Publish Bulletin of Pejabat SUK once in three
months.

Publishing the Annual Report of the Pejabat
SUK from Previous Year.
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Issuing State Government Official Diary for
Next Year before end of December in current
year.

Choosing Example Citizens of Pejabat SUK
On Every Month.

Managing Customer Satisfaction Study
every month.

11.

Tourism department
(Bahagian Pelancongan
dan Kebudayaan)

Creating and analyzing census data, the
influx of tourists once a month.

Organizing Cultural and arts programs in
Gelanggang Seni by 3 days a week.
Processing applications for rental
Gelanggang Seni/ LED Billboard in 1 working
days.

Processing applications for the distribution of
brochures in three days from the date of
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1.1.8. Customer and Stakeholder Chart of Pejabat SUK

Agensi

e Kerajaan

Nategori Pelanggun/
Stakeholders

Palanggan/ Stakehclders

Stakeholders

KDYMM AL-SULTAN

Kerajaan Perselastiuan

Y.A.8 Menteri Besar Kelantan

Y.AB Timbalan Menteri Bessr Kelantan
Y.B Ahli Mesyusrat Kerajaan {EXCO}
Ahli-Ahli Yang Berhormat

Agensi Kerajaan

Jsbatan/agensi Kerajaan Persekutuan
Jabatan/agensi Kersjsan Neger|
Badan Berkanun Negeri

Pihak Berkuasa Tempata

Anggota Sektor Awam

Negeri Badan Berkanun Negeri Kelantan
Pthak Berkuasa Tempatan Negerl Kelantan

Pesara & Penerima Pencen

Pasara -
Penerima Pencen

Rakyat

Figure 3:Customer and stakeholder chart of SUK
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1.2. Organizational Structure

Carta Organisasi
Pejabat Setiausaha Negeri Kelantan

gian Pengurusan Korporat

it Audit Dalam

i Integrit dan Tadbir Urys

| Unit Undang-Undang

YB DATO' HJ. NAZRAN BIN MUHAMMAD
SETIAUSAHA KERAJAAN
NEGER! KELANTAN

Bahagian Pengurusan Sumber Manusia
TR R IRAEVT R T
B 83ahagian Khidmat Pengurusan
g !" FETTGTS e s R S A=
B 52hagian Pengurusan Teknologi Makiumat

== e

fﬁa‘\aguan Pelancongan dan Kebudayaan Bahagian Majtis Mesyuarat Kerajaan

Figure 4: Organizational structure of SUK
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2. CHAPTER 2

2.1. Departmental structure

Figure 5: S8UK Logo’s

‘Bahagian Pengurusan Sumber Manusia' (BPSM) of the Pejabat SUK who was
instrumental in managing human resources including human capital development and
public service of the State. BPSM is headed by a Director Grade N54, En. Tuan Haji
Ahmad Farid bin Dato Haji Abdul Razak assisted by an Assistant Director Grade 3
N48 and N44 grade of Assistant Director.

2.1.1. Details of Human Resources department

2.1.1.1. Vision

"Leader Administration and Service Excelience".

2.1.1.2. Mission

“Producing State Public Servants Who Have Great Mind and Culture of First
Class.

2.1.1.3. Objective

Prepare and serve the Human Resources Management of State Civil Service
efficient and effective consistently, based on professionalism, integrity and

Page | 15



the latest technology to meet the requirements of the organization's mission
and objectives and customer needs based on Islam as Addin.

2.1.1.4.  Contact Information of Human Resources Department
Table 3: Details of SUK

Address PEJABAT SETIAUSAHA KERAJAAN NEGERI
KELANTAN

Bahagian Pengurusan Sumber Manusia

Biok 2, Aras 2, Kota Darulnaim

15503 KOTA BHARU
KELANTAN

Phone. No 09-7481957

Email bpsm@kelantan.gov.my

2.1.1.5. Human Resources Department Organization chart

CARTA ORGANISAS BAHAGIAN PENGURLISAN SUMBER MANUA, PEIABAT SUK KELANTAN

;-_"'_'T ] ”ﬁl @
C—\

== @ =

SNOKATAN

o fravere onstus

e e

I E n

6 T Sowsatinnd

= m

I+ o o o
[y

Figure 6 HR Organizational Chart

2.1.1.6. Training and Competencies Unit Organizational Chart
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—
MOHD SAUDIN BIN | MOHD SAIFUL HASLINA BINTI NOR AZILA BINTI

NCOOR RUSAHIDA BINTI IBRAHIM |
PENOLONG PENGARAH UNIT LATIHAN &
KOMPETENS!
i
SITI MARIAM BINTI ISMAIL

PENOLONG PEGAWA! TADBIR
(LATIHAN DAN KOMPETENSH

SHAHRIL BIN ABDUL RAAID

@ABD AZIZ
KETUA PEMBANTU TADBIR

AWANG HAMAD | AFEZAN BIN IBRAHIM HUSIN ‘ ALWI
PEMBANTU TADBIR PEMBANTU TADBIR PEMBANTY TADBIR PEMBANTU TADBIR
ABD.ZULFIRMAN MOHD ISMAIL BIN MOHD RAZIF BIN
ZAKARIA OSMAN ZAIN
PEMBANTU TADBIR PEMBANTU TADBIR PEMBANTL TADBIR

Figure 7: Training and Competencies Unit Organizational Chart

2.2. Department function

2.2.1. Core Functions of Bahagian Pengurusan Sumber Manusia (BPSM)

in summary, the ‘Bahagian Pengurusan Sumber Manusia’ (BPSM) prepare and
serve the Human Resources Management of State Civil Service with efficient
and effective consistently, based on professionalism, integrity and technology to
meet the requirements of the organization's mission and objectives and customer
needs based on Islam as Ad-din.

BPSM were divided into five units which are:
i.  Organizational Development Unit
ii. Services Unit
iii. Performance and Counselling Unit
iv. Training and Competency Unit
v. Management Unit

a) Organizational Development Unit

Organizational Development Unit supervised by a Chief Assistant Director
(BPSM) Grade N48 assisted by an Assistant Administrative Officer Grade N36
in addition to an Assistant Information Technology Officer Grade F29 and three
(3) Administrative Assistant Grade N19. This unit serves to plan for
Organizational Development Office of the Pejabat SUK that is considered the
embodiment and the abolition of posts, post regrading, designing programs and
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activities of the Pejabat SUK of Kelantan and its agencies and managing staffing
/ personnel, managing the recruitment of officers / staff and also coordinate and
monitor the implementation of HRMIS departments / agencies of the State

b) Management Unit

Management Unit also supervised by an Office Assistant Grade N26 and is
assisted by a Secretary Grade N19, three (3) Administrative Assistant Grade N19
and two (2) Operations Assistant Grade N11. This unit role is to manage the
receipt and distribution of the letters received and recorded the movement of
files. The unit is also responsible for managing the needs of equipment and
fittings for BPSM as well as the safety of an office.

c) Services Unit

Services Unit supervised by an Assistant Director (Services) Grade N44 assisted
by an Assistant Administrative Officer Grade N32, ten (10) Administrative
Assistant N19 and an Operations Assistant Grade N11. Responsible for carrying
out and implementing service-related matters, pensions, leaves and records of
the Civil Service of the State.

d) Training and Competency Unit

Training and Competency Unit supervised by an Assistant Director (Training and
Competence) Grade N44 is also assisted by an Assistant Administrative Officer
Grade N29 and a Chief Administrative Assistant N22 next five (5) Administrative
Assistant N19 and an Operations Assistant Grade N11. Role in planning,
identifying and coordinating the training activities within and outside the country,
developing curriculum and training programs, developing career advancement
and provides a 'succession planning' for the schemes of service in the
administration of the State and draw up an operational plan short-term training
and long-term to officers / employees to the State Civil Service.

e) Performance and Counselling Unit

Performance and Counselling Unit supervised by an Assistant Director
(Performance and Counselliing) Grade N44 js also assisted by a senior
Psychology (Contract) Grade N41 and an Assistant Administrative Officer Grade
N29 in the next three (3) Administrative Assistant Grade N19 and an Assistant
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operation Grade N11. Plays a role to implement and enforce the disciplinary
action to the officers / employees who violate the rules of the State Civil Service
Public Officers (Conduct and Discipline) Regulations 1996 and implement the
promotion and acting officers / employees to the State Civil Service.

2.2.2. Customers charter of Human Resources department

Controlling Managing Service State Civil Servants within the prescribed period as

follows:

a) Processing the approval, the Statement of Salary Changes in (Document
complete and regular) in the last 6 days and vice versa 2 weeks (for
documents that are incomplete).

b) The approval of the Statement of Salary Changes in the last two weeks
provided they are accompanied by documents for:

i.  Creation and Restructuring Establishment.
ii. Training and Competence Employees of Public Service.
iii. Performance Management.
iv. Records and Managing Retirement Services Officer or the State Public
Service.
v.  Circulars adoption process
vi.  Appointment of Contract Officer and Part Time.

c) Submit to the Jabatan Perkhidmatan Awam (JPA) the documents of

Mandatory Retirement 12 months before the date of retirement and 6 months for

Individual Retirement Options.

d) Approval Certificate Liability work within 1 month from the date of application
(if the application is submitted to day procedure).

e) The promotion process in the next 2 months.

f) To resolve disciplinary cases within 4 months from the date of receipt, except
for cases brought to court
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3. CHAPTER 3

In this chapter explain about all activities that has been done by trainee during industrial
training in training and competencies unit, under human resources department. The

explanation will be cover from beginning of industrial training until the end and separated
by main activities, administrative work, program and others activity. The briefly explain
about the trainee activity from 3 February 2019 until 30 June 2019.

3.1. Training activities
3.1.1. Administrative

3.1.1.1.  Create report

ERSHIP “SE=
Expmm- AWAREN
SuPROGRAMME’ .
H&EAIP’B R,

ESS

M e 3D

P ¥
»eforms eekian o jobaton: bt kol ©

Figure 8: Report of LEAP

Puan Siti Mariam that are responsible that usually give a task related to make a report

of “Leadership Experiential Awareness Program” that will be held almost 1 month for
newly appointed as state administrative officer. This program held in Dewan Seminar,
Bangunan MABNA, SUK Kelantan. A total of participant is 21 staff. Report show the
introduction, vision, mission, and statistic feedback of program, images during program

and others. This report submitted to director of human resources department.
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3.1.1.2.  Arranging form to the files

Figure 9: Arrangement files

The trainee has helping the staff to arrange the form that has already filled in the system.
That form is having been mixed and unorganized. Because of that, the trainee needs to
arrange the form according to category first and then arranging by date, the latest date
will be places in front. All the form that has been arranges will be places in the file as a
record.

3.1.1.3.  Update staff attendance into ‘E-Keberadaan’
Staff attendance is the important part in the organization in order to train the staff to be

more discipline and dedicated in accomplishing the daily task. It is also to ensure the
staff not going out without permission of the head of department. If staff go out either
official business or have a medical check, trainee should click what the reason of staff.
The trainee is required to update the presence of the staff four times daily in the E-
Keberadaan system which is 8.00am, 10.00am, 2.00 pm and also 4.00 pm. The table
below shows the four sessions that the trainee needs to key in.
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3.1.1.4. Create letter

PEJABAT SETIAUSAHA KERAJAAN KELANTAN
{BAHAGIAN PENGURUSAN SUMBER MANUSIA)

KOTA BHARU
MEMO
Kopada Dalo Kaya S2kia, Sevausaha Karajaan Negen Kelantan
Dariaga Fancash Pangrimisan Sumbes Manusia
Rui Fait ‘SUK.D.200/06) 42354 i 612)
Tarith 30 ul 2017 : OF Zutaedan 1438

JEMPUTAK PERASMIAN
Dengzn harrraimya sava Imervivk kepada perkarg di atas.
2 Sukaciia dimaidumkan bahawa oan fetah diemoul ke Mads DESESMaN ocg.

IEMINAR MENGENA] UNDANG-UNDANG TUBUN NEGERI KELANTAN & FEHEMSAGAAN
HEGARA sebagaimana keleiagan hersut.

Tarikh o 16 Aprhi 2018
Masa : 9.00am
Tempat 1 Dawan Seminar, Blok S<MARNA MBI,
Kolo Darolngim, Koka Bhaw
denoan fu, B ini g tentall program dan

amrcafa mafis perasmian penup kaissUs untuk makiuman tuan, DI 2tas keriasama
pihak puan baai mestavakan kursys inf amRl ditaraal dan ddahuksl dengan ucanan
1e7ima kagh.

Seldan

{HAJ ACHD FARID BIN DATO' HAJI ABDUL RAZAK)

K mo#

‘tong Semmonmat Daty’ Fancghat Uasang-undang
Peidoat fenaal linddng-lrdang Négefi Keian'an,
Bick 5. Kota Sordraim

18503 KOTA BHARD

Bots,

JEMPUTAN SEBAGAL PENCTHAMAL SEMINAR MENGENAT UNDANG-UNDANG
TUEGH NEGERI KELANTAN & PERIEMBAGAAN NEGARA

Dangan segaiy hoanalnyd says mersgk kepado perkero o otos.

2 Ssomcin dimckumicn bahawe Bohogion Pengurusan Sumber
Manusio, Pejobat Setiovsohe Kerajaon Neged Kelonfon okan margodakan
lemhar  Menaensi  tindorodedana lubvh  Nsgad  Kaionfan &
fafembanosn Negora sehagarmana geletopon hafiass: »

Tokh 115 Apdk 2019 {istin}
Masa : 8.00 pagi - 1.00 lengohari
Tempat  : Dewan Seminor, Biok 8-MASNA MBI,
Kota Darvinaim, Kelo Bharv
3  danann ki Avean ini mani Y8 Doio” untuk

mmmm&rm coromah, yunq haitgie Undong-lindong Tubuh Neges
Parsoeidt Masa Kinl poda jom 9,30 - 10.00 pogl. Bersomo-sama (i
dm-ﬁnkﬂnn*arwmai.um k makeimon Y8 dato” s,

4. % ofas kedasamc yong diseikan, tadedk donun parntadbron
mengueapkan fouan teina kash.

Sadian,

# RAJA BERDAULAT, RAKYAT SEPAKAT, NEGER! 8ERKAT ¢
¥ SEMOGA ALLAH IRELINDUNGI TUANKU BUNIA DAN AKHIRAT

Saye yong menalontan amanah,

Figure 10: Example of formal letter and memo

Puan Siti Mariam, an executive officer has been given a task to create a formal letter

that will be invite a motivator to come for program Mengenal Undang-Undang Tubuh

Kerajaan Negeri Kelantan Dan Perlembagaan Negara. After the letter was totally right,

this letter will fax to the Pejabat Penasihat Undang-Undang Kerajaan Negeri Kelantan.

In addition, the trainee also creates a memo that will distributed for Dato Perkaya Setia,

Setiausaha Kerajaan Negeri Kelantan, to all district officer in Kelantan to invite them. To

distribute the letter and memo, the trainee needs to clip the distribution list to each

organization. The list of circulation must be reviewed by assistant director. Almost

5month in training and competencies unit, the trainee has been complete almost 8 formal

letter, 8 memo and distribution list.
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3.1.1.5. Reply to Application of internship

[ Hama Pz [ pesfaier

CRALR BERCANAT. RAKYAT SECANAT, MEGER] BEPHAT™
TBEMOCA AL AN NENLINDUNG! TUANKLU DKM DAN ANHRAT"

Figure 10: Example of application letter

The trainee got opportunity to respond the application of internship request and have a
flow of process the letter. First of all, the trainee should print the application letter that
applicant apply in Email and take a respond by staff in charge of internship student which
is accepted or rejected, after that, take sign from Puan Rusahida bt Ibrahim , as assistant
director position and scan the letter. The last flow is letter that have been done scan
should be e-mail to student.

3.1.1.6. Follow up participant
To make a confirmation from participant, all participants will get call from training and

competencies unit. This is because the trainee should call all participants to get update
from them to make sure they join the program or not. If one of the participants cannot
join, who are responsible should replace other staff that can be join. The trainee aiso
needs to remind the date and the place where the program will be held.

3.1.1.7.  Allowance trainee student
First in every month, the trainee was assigned by Puan Azila Nawi to settied the

allowance of the trainee student. For internship student, their get the monthly allowance
about rm15 perfday for 90 days. So, the trainee should calculate and choose who
internship student stili eligible for the allowance and check the attendance in every
month. Student must be submitting the attendance to trainee because in SUK, no finger
tax provides for training student. After student claim their aliowance, the trainee need

Page } 23



get allow from assistant director and after her approve, the trainee should submit all
information about allowance to financial department and they will proceed for the next
step.

3.1.1.8.  Explore Website hrmis
Encik Azrulhisyam gives a link of hrmis website with email and password for log in hrmis

to explore the function in the website. After explore, encik Azrul Hisyam assign the
trainee to keep the data of new staff make a registration. Before key in, the trainee should
check the data at the green book which is registration book of staff.

3.1.2 Design

3.1.2.1 Tentative design

&‘ Hurcara -
"'-‘L.L""" 15 April 2079 {isnin)

SEMINAR MENGENAL UNDANGUNDANG Secmteen Semma - SmmsSog
TUBUN NEGER! KELANTAN ¢amnnPerama- zen
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DAN PERLEMBAGAAN NEGARA L
Zeraaa (egyoan €
e
Tadang adamy keinh Negiri kel Senglat
Tarikch: Parnpuic ¥ Men Kini
Peroroan forg Semomot Unsts’ Iranidan o Aod. Axall cures
09 Syaatmn 1440H St b teng g Lo
15 Apri2 2019 (isin}

HReng— N Noog
Stoi 1. Fergencios Undam-tedey vtud Meges Koknion Don
Tempst ; _mqgﬂ_:q;‘m' .;:N.ﬁ? A
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Figure 11: Tentative of program

For the first design is the trainee possesses the basic skills in designing by using the
Microsoft office which are Microsoft publisher. Thus, Puan Siti Mariam was given a task
to design a tentative book far special event which is “Seminar Mengenal Undang-
Undang Tubuh Negeri Kelantan Dan Perlembagaan Negara”. The trainee should
include the details about the event such as the venue, time, tentative of the event. This
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tentative will be attached at invitation letter and distribution list and fax to any
organization are involved and also included in the file during the program.

3.1.2.2 Schedule design

Figure 12: schedule design

By using Adobe Photoshop, the trainee was to create a schedule for “Leadership
Experiential Programme (LEAP)”. This schedule must be details complete almost 1
month start from 3th February until 3 March 2019. In this schedule, the trainee should
manage date, time also the title of slot program and details of facilitator.

3.1.2.3 Backdrop design

LEADERSHIP FXPERIENTIAL
AWARENESS PROGRAMME

TARIKH ~ : 03 FEBRUARI-03 MAC 2019

MASA : 8.00°'PAGI = 4.30 PETANG

TEMPAT  : DEWAN SEMINAR, BLOK 8
KOMPLEKS KOTA DARULNAIM

Figure 13: Backdrop of program LEAP

As we known that backdrop is very important in every program. This is because
important information will show on the backdrop. So, the trainee got the opportunities to
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make a backdrop for program “Leadership Experiential Awareness Program”. This is the
first backdrop the trainee designs.

TARIKH: 12 JULAI 2019 (ISNIN-SELASA)
TEMPAT: DEWAN SEMINAR 12 3,

BANGUNAN MABNA, BLOK 8,
KOMPLEKS KOTA
DARUL NAIM.

Figure 14: Backdrop of program skills of the future

After that, design backdrop is for program “skills of the future “on July. This backdrop
was assigned by director and all information from Puan Siti Mariam. There are four
design for “skills of the future” program was created for this program and maijority

choose this design. The trainee has use online poster maker which is Canva.

During the internship training, the trainee got the opportunity to make backdrop
editing nearly 9 backdrops for the program. 4 backdrops for this program and 5
backdrops for other program which are backdrop for “Majlis Anugerah Perkhidmatan

Cemerlang, program menuju redha ilahi, memo penulisan berkualiti and others.
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3.1.2.4 Certificate design

CERTIFICATE OF COMPLETION
This is proudly presented to

Tasn Hajl Mohd Farid bin Dato’ Haji Abdul Bazak

Has completac thi course
Profesional Certificate of Land . ation and e
Kelantan Civil Services on May 2019

Organised by
UM Enfreprencur and Colsulmnciss Sdn Bhd

PROF DRAINUL JARIA MAIDIN PROE TAN Shit DRt DZULGFLE
Lwatt Tra-nes ABDUL RAZAR
Irtimsnnnal st University Rech
anynis tslarnic

2 2
LI | winayile | =

Figure 15:Certificate of Program

Design by trainee is the certificate and just only use Adobe Photoshop to complete.
This certificate was design by trainee behalf on University Islamic International
Malaysia (iium). At the first, the trainee makes the certificate according to creativity
and information based on by executive officer, Puan Siti Mariam.

After complete, the trainee has shown that certificate to assistant director which Puan
Rusahida tbrahim in order to get comment. He gives a tip to make a certificate, at the
first need to know the main subject or point in the certificate, make sure that main
point is bold and clear in the certificate and if there are have sentences make sure
every sentence clear and easy to read and need to center.
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3.1.2.5 Design slide

TRRIKE. J0ME 2018

Figure 186: Design of power point slide

The trainee got the task to making the slide for presentation of preparation the program
under training and competencies at Bandung- Jakarta that will be held on July 2019,
That slide explains about overall function of the program, vision, mission, objective,
itinerary and also who staff will join the program. This slide is making for Puan Siti
Mariam and Puan Nazeefah Nawi as an executive officer at human resources
department to present for director of human resources department and also all staff in
position executive officer in Pejabat Setiausaha Kerajaan Negeri Kelantan. The trainee
needs to design by itself the design and information of slide.

After complete the slide, Puan siti Mariam and Puan Nazeefah Nawi make a check the
slide.
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3.1.2.6 Design organizational chart

NOOR RUSAHIDA BINTLIBRAHIM
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Figure 17: Design organization chart

Fifth design is designing the new organization chart for training and

competencies unit because there is a change of worker within the unit. To

design this organization chart, the trainee used draw.io to facilitate and save the

times.

3.1.3 Others activities

3.1.3.1 Install and set up PC

Insialiing Openkdge

Figure 18: Install and update software
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During internship, | follow one of the staffs Encik Hisyam from development of
organization unit as an IT staff to complete their work. This task is about install the
program and software to a new pc and old pc after format. This task is often doing on
Mac after my department received around 30 new personal computers for technology
refreshment. These personal computers must be distributed within the certain time to
user.

Those have outdated PC. Priority is given to staff that have outdates PC. The program
and software are including basic software such as the Mozilla Firefox browser, Microsoft
Office, Adobe Reader and Tight VNC. After trainee have installed the basic software,
the trainee needs to install the specific program and software that used in Human
Resources department. In order to install the software, there are some steps and
procedure that must be followed to make sure the software can run without any problem.
After completed with installation, the PC must set up at the placed as per requested.
Lastly, the trainee fills up the distribution form to requestor. That needs to fill as evidence
the PC was already set up.

3.1.3.2 Invigilator of Examiner

Figure 19: Being an examiner

In training and competencies unit, one of the responsibilities is must handling

examination for civil servants under state government. For confirmation their position,
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they need to take the exam and need to pass the exam so that their position is
confirmed. During training, the trainee has become invigilator for 1 examination and
can get allowance for RM45/ days. The trainee needs to setup the table, distribute
question paper, take form of examination from table by table and need to make sure
that candidate did not have any problem during the examination. This exam held in
Open University Malaysia and Politeknik Kok Lanas and have a two session which is
8.30am until 11am and continue the next session start from 2.30pm until 5.00 pm.

Almost 5 months in training and competencies unit, the trainee being examiner for 3
times. Examinations was held in different placed which Open University Malaysia and
Kolej Matrikulasi Kok Lanas for 2 days.

3.1.3.3 Secretariat

Almost 5 month the trainee training under training and competencies unit, the main
function of ULK are to organize program for the civil servants under state government.
There are 9 programs under training and competencies unit. The program will be held
in another place which dewan Mabna, dewan Teratai or for outside program which
Kem Askar Wataniah, Pengkalan Chepa, Hotel Grand river view and also at Hotel
Perdana. Sometimes, Training and competencies unit also corporate with another unit
which is Puspanita, Unit psychology and others.

The list program trainee joined is:
i. Program Leadership Experimental Awareness Program
ii. Program “Protokol And Etiket Social”
iii. Program “Akta Kontrak Kepada Pegawai Tadbir Negeri Kelantan”
iv. Program “Mengenal Undang-Undang Tubuh Kerajaan Negeri Kelantan Dan
Periembagaan Negara”
v.  Program “Penulisan Surat Memo Berkualiti”
vi. Program Personality And Emotional Inteligence
vii. Program Local Government, Program local Government strategy for

Public-private Partnership, Land Development and prosperity.

viii.  Program “Perjalanan Menuju Redha llahi”

ix. Program financial base to the secretariat program
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Figure 20; Leadership Experimental Awareness Program

Firstly, the program first the trainee joined is Program Leadership Experimental
Awareness Program. This program involves 30 participants almost 1 month for new
intake officer for position state administrative officer. This program also involves Dato’

Perkaya Setia, Deputy SUK, Director of all department and motivator invited.

Figure 21: Program local Government strategy

Secondly, Program local Government strategy for Public-private Partnership, Land
Development and prosperity. This program involves all district officer in Kelantan and
160 participants are invited. This program held at Hotel Perdana, Kota Bharuy,
Kelantan.
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Figure 22: Quality memo and writing of official letters program

Thirdly, 200 participants as a position clerk invited for program Quality memo and
writing of official letters program, the trainee being a secretariat as a multimedia,
take attendance, quantity of the participants and others.

Figure 23: Program “Protokol and Etiket Social’

Fourth, for program “Protokol and Etiket Social”, almost 250 participants who holds
the position under state administrative officers involved with this program. This
program starts from S9am until 5pm held In Dewan Teratai in Pejabat Setiausaha
Kerajaan Negeri Kelantan.
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In this program, student be a multimedia to take a photo and also ready for technical
problem.

Figure 24: Financial Base to the Secretariat Program

Fifth, this program has been involved staff from n Urusetia Belia dan Sukan also Urus
Setia Kebajikan, Pembangunan Keluarga & Wanita Negeri Kelantan organization. This
program has been held to discuss the issues that have arisen. In addition to these
organizations, financial department and human resources department also involved to
be a explanations about the issued.

Figure 25: Program “Perjalanan menuju redha ilahi”
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Sixth, for this program, training and competencies unit have chosen 3 people from each
department to join this program. Islamic program is held to give awareness to staff that
the importance of knowledge and the blessings of the work trusts are given

Figure 26: Program Personality and Emotional Intelligence

After that, Program Personality and Emotional Intelligence involved 150 participants
as a position district officers in Kelantan and held in Dewan Mabna, Blok 3 at SUK.

3.1.3.4 Aerobic

In any organization, we know that there will be a program that will be organized by any
organization no matter if once a week, one a month or once a year. In the Human
Resources department, the trainee should be joined aerobic that will be held 1 or 2
times in | month in Thursday start from 8.00 am until 9.am. This program under SUK
and will be join under all staff in SUK.

3.1.3.5 Performing as emcee

The trainee has got the ad-hoc task to be as the emcee during the Program
Trasformasi Minda. Before that, gives a task to the trainee to make an emcee text for
both events. Program transformasi minda was conducted at PCB Resort almost 1
week. Puan Azila Nawi and Puan Siti Mariam is the staff the responsible to teach the
trainee to be as the emcee and make a several time rehearsals before the event. For

both events, the guest is director of Human Resources department. For this program,
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.70 staff be a participant and during the “Program Trasformasi Minda.” the trainee also
responsible to setup laptop and LCD

3.2  Special project

Each students of Faculty of information Management that undergo the industrial
training are compuisory to propose a special project to the organization involved. This
special project should relate to the courses taken by the trainee and must be
completed within the training period from February to June 2019. In IM245 student
can choose category for their special project based on need of the organizations.
There are developing system, developing website, corporate videos and also create
manual for existing system. So, it depends on the discussion between the trainee and
the company. That's why before developing the special project; the trainee should
make a discussion with the top management of the organization to identify the
problems faced by them. After identifying problems, the tfrainee should collect the
needed information and analyses those data to proceed to the next parts.

So, based on discussion with my supervisor in agency and also advisor, | decide to
make a manual guide of eLatihan system because this system has just been created
at the end of last year and no manual guide are provided. The function of this system
is can make registration the program via online. Any staff from Pejabat Setiausaha
Kerajaan Negeri Kelantan (SUK) or other organization under state of Kelantan, they
need to join the program and they can choose the program they are interested and
the all the data will be kept in the system.

Page | 36



3.2.2 User
3.2.2.1 User Login

instruction for eLATIHAN as below,

____ Sila Masukkan No Kad Peng
wo. Kad  Joaw1ta3e304
Pengenalan " bath: 880610295927
=

Masakkan Kod

Wesslomatan e =3
Hantw Hatai .

Figure 27: interface for Login eLATIHAN
STEP 1:

1) Go to website e LATIHAN https://aplikasi.kelantan.gov.my/elatihan/suk
2) User should be insert Identification Card number and Security code.
3) User can click submit to proceed to next page or cancel to back.
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Semua pegawai kerajaan negen dan badan-tadan berikanun serfa agensi kerajaan negern sahaja.
ﬂ Sesuail mengiiait pengalaman, tugas dar jav.aran pemohon

iR Pagawsn bukan negei boiah sacars bertulis.
T e e
i Pesena—pesem perks yuran RM30.00 bagi menghatiri sebap kursus (sexiranya
barkaitan).
m
Kakitangan periu mendafiar secara ‘'anling’ .Sila anda Y yang y

i| FPeserta dibenarkan mendaftar enam {6) kursus sahaja untuk 1 tahun.
i Yrusan permdishan peserta dibuat oteh Unit Labhan dengan menghantar surat kepada peseria yang terpilih

_
i Sidll-aijil penyentaan akan dikeluarkan kepada peserta-peseria yang dapat kursus kut tempoh yang tetah
d-x‘elapkan sahaja.

Figure 28: Interface for the instruction

1) After successful login, this page will show and user can click at

“registration”

3.2.2.2 Registration
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Figure 29: Interface of registration

1) First of all, User click “registration”
2) User should be fulfilling the form start from identification number
until insert the email.

3) After completed the form, click button “submit
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3.2.2.3 Program

Fasur

Kurgus »
Sin Kursus

_Hantar

SRSy

Tahun [Karsus/Si Nama Kutaus Tartkh Wuks [ Tarikh Tempel | Tindakan ]

Figure 30: Interface for program

1) Click button *program”

2) This page will display identity card and user name and user should
be chosen year, program, program code

3) Aiter that, user can click button “submit”

3.2.2.4 Check

Figure 31: Interface for check the approval program

1) Click check to check application status and this page will show
status information.

Page | 39




3.2.2.5 Print
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Figure 32: Interface for print details

1) Click “print” to print user apply information and click at arrow
“number 2.”

3.2.2.6 Assessment
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0. Peryampaian Fanitheton

e
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e
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1) Click “assessment” to fulfill the form and user should be choose of

program
2) After that, user need to click on any spaces that have been provided,
give 1 to 10 of scale
3) User can give a complaint or suggestion and after complete, user can,
click “submit”
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3.2.2.7 Attendance

[
y

S W

FEME_RIAN FEHATRAN

PEMONON

-

Figure 33: Interface for attendance
1) Click “attendance”
2) User should be chosen year and insert identification number to check

the attendance
3) After decide year and insert identification number, click button

“submit”

3.2.2.8 Schedule

Figure 34: interface for schedule

1)  User choose the date
2)  After that, choose course and the result will show details

3.23 Admin

3.2.3.1 Login
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Figure 35: Interface for login admin

STEP 1:

1)  Go to website e LATIHAN hitps://aplikasi.kelantan.gov.my/elatihan/ SUK
2)  Admin should be insert Identification Card number and Security code.

3) Admin can click send to “submit” to next page or “cancel” to back.

eLatihan 2019

Pantadbir Sistam

Bahagian Pengurusan Sumber Manusia, Pejabat SUK Kelantan (BPSH)

Figure 36: Interface for successful login

1) If click the button submit, this page will show this interface
2) Admin can see the list of function at left
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3.2.3.2 Choose participant

Figure 37: Interface for choose participant

1) First of all, admin should click at choose participant

2) Click and choose date, course, series and priority.

3) After done decide, click submit.
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Figure 38: Interface for update status
4) After click the button submit , the result will show like this.

Admin can click at choose which “yes” or “no”

5) To check the details of applicant, click at identification number to

see the details of participant

Page | 43




3.2.3.3 Update program
[ ppineeay

Figure 39: interface for update program

1) Click years, course and series
2) After that, admin can click button submit
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Figure 40: Interface for update the participant program
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3) Admin can update attendance which can click “yes” or “not”

4) After that, can click at identification number to see the details of

participants
5) Click “back” to back to previous page
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3.2.3.4 Print course

Figure 41: Interface for Print the course

1) Click and choose years, course and series
2) Atter that, admin can click button submit
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Figure 42: print the details
'3)Admin can choose and click at print email participant, print participant
information or print letter of organization
4) After that, this page is automatically downloading the result

Ecuai! GAGAL dibartar kepeda ity Sweriznn Binri Mohd Ali

Enpil GAGAL dihanter kepada Mubhamead Anas Kamarcidin

Email GAGAL dikevtar kepada Suhaila Binti Ghazals

Erail GAGAL dihentar kepada Rosmawati Binti Haron

Emel GAGAL dibantar kepada Mctamad Iimeail Bin Osmam

Email GAGAL dibantar kepada Rosliza Bt Yusai

Erzail GAGAL dibasear kepada Nuru! Avum Buns Mehd Jaffer

Email GAGAL dikanter kepada Siti Sebariah Bimi Hussin

Ermail GAGAL dibantar kepads Zuraida Biui Hassan

Ensail GAGAL dibastar kepada Nik Hariari Be Daw"' Nik Aznae Shab

Figure 43: Interface for list of status emait
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6) Admin can click keyboard “ctrl + P” to print

3.2.3.5 Attendance form

Figure 44: Interface for attendances form

1)  Click and choose years, course and series
2) After that, admin can click button submit
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Figure 45: Interface for print attendances

3) Admin can view the attendance here. If want to print, can click
button print attendance
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3.2.3.6 Participant Attendance

Figure 46: Interface for participant attendances

1) Click years, course and series
2) After that, admin can click button submit
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Figure 47: Interface for list of and status of attendances

3) Atfter click submit, list name will show, and admin can click “yes or no” to

update

4) To print the details, admin can click at identification number and click “ctrl+p”
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3.2.3.7 Certificate of Participants

12059 3
VPSR- KURSUS PENULISAN SURAT RASMI UAN V<40 BERKULL

KPER- ; DEINAN BONGA TERATAL KOMPLERS KOTA DARUI

Figure 48: Interface for certificate of participants

1) Click years, course and series
2} After that, admin can click button submit

* NILOSTIAESE O Saneit S Huswn # Peromanan
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12 34586 NEXT

Figure 49: Interface for list of participants ger the certificate
3) After submitting, the pages will show list of names, identification number and
office.
4) To create a certificate, admin must be click at identification number and next
pages will show details of program that are participants joined.
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3.2.3.8 Update last year program

| KPg - KURSUS FENULISAN SURAT RASHI DAN MEMD BERKIALT v |

Figure 50: Interface for update the last year program

1) Click years, course and series
2) After that, admin can click buttion submit

Tehun: 2019 e
Marsus: PSR - KURSUS PEALILISAN SURAT RASHS DAN MEMO BERKUALT! ¥ 1{ Haras

i) T Podvin LIURIEE LIRS [P 1) el ok Dhguii
KPSR-1 * Dewan Bunge Terstsi Kompleks Kota - i s
o @ 2 = %

Figure 51: Interface for check the statistic attendances

3) This page will show statistics of attendance

3.2.2.9 Update Data

Figure 52: Interface for update the data
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1) Admin should be insert identification number user and click button submit
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Figure 53: Interface change the details

2) Admin can update and change the details here.
3) After that, admin can click submit, delete or cancel.

3.2.3.9 Update course application

Figure 54: Interface for update course application

1) Admin should be insert identification number user and click button submit
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Figure 55: Interface for update program applicant
2) After submission, admin can choose course. Series. Attendance, and

certificate and click button submit.
3) To delete the data, admin can click action.

3.2.3.10 Display course, name and schedule of course
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Figure 56: Interface for display the course, name and schedule of course

1)  Click years, course and series
2)  After that, admin can click button submit
3)  This page will show the details of participants and to print,
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Figure 57: Details of course display the course, name and schedule

4)  Admin can ctrl + P or back to previous page

3.2.3.11  Report District/Courses
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Figure 58: Interface for report

1) Click years, course and series
2) Atfter that, admin can click button submit

3) This page will show the details of participants and to print, just click a button
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3.2.3.12  Statistic of program/ number of course

i Dar £

KPSR - Kursus Peralisan Surat Rasme Dan Mema Berkuaix

Figure 59: Interface for statistic program

1) Click years, course and series
2) After that, admin can click button submit
3) Page will show list name of participant

3.23.13 Report of Program

Jenis Kursus f =Siiz P ¥ |

ia Pibhe _ |

Figure 80; Interface report of program

1) First, click the button arrow and choose the short form of program
and click.at program that user choose an interested
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Figure 61:Interface for list of report

2) Atfter that, system will show details of information

3.2.3.14 Report of agencies
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Figure 62: Interface for agencies report

1) Click years and agencies and this page will show details of
information.
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CHAPTER 4

Conclusion

In the conclusion, industrial training is not simply a requirement for a student to
graduate but industrial training is an element that used to expose student to the
actual working situation. Industrial training will get ready student with the skills and
knowledge that match with current market needs.

Then, industrial training can change students’ view towards working life. Student
usually will think that after graduate there is no need to leam anymore, but the actual
is the real working life is more challenging because technologies keep changes
according to industrial revolution and student need to keep their knowledge up to
date with the technology because working is a never-ending learning process.

When | am doing my practical training, there are a lot of knowledge, skills and
experience that | have gain and adapt during doing the task. The practical training is
not something wasteful because by doing practical training. | have learnt a lot of new
things practically instead of only the theory. There is much knowledge that | have
gain during completing the practical training. Here, | can harness the talents and my
abilities, so | can see if my real abilities and advantages. | can also use my
experiences that | had while in UiTM and newly studied in the Pejabat Setiausaha
Kerajaan Negeri Kelantan (SUK) for future. If | step into the world of work later, | can
use the knowledge, skills and experience that | have had to serve at my work later.
The knowledge, skills and experience that | have gain is listed as below.
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4.1  Apllication Knowledge, Skill and Expriences

During the trainee industrial training, the trainee has applied a lot of knowledge
that the trainee was learnt during learning theory since diploma until degree.
The trainee can apply that knowledge into practical task from the theory lesson
during study.

The trainee has applied Communication Skills for Information Professionals
(IMD121) course during communication with all the staff in that office which
has different of level. Also, when receive or follow up participants the call at
office phone. The trainee should know the voice tone should be use when
not face to face, because the intonation of voice can play the big role in
order to know the emotion of that people. The others task that related with
the courses that doing by the trainee is make the interview in order to get
news. The suitable voice tone should be used to persuade when asking the
question or explanation to them. The ways of speak either formal or not
formal.

After that, the trainee also should know how to communicate when face to
face with public or participants or with VIP during the programs and need
apply to formal when communicate during the program. So, with
communicate to others, the trainee can chalienge myself to be proactive,
confident and thoughtful in providing all the duties and responsibilities
assigned to ensure that | will be able to produce good results in decision
making and use all the knowiedge and skills to achieve the satisfaction of
themselves during my practical training.

During training, The trainee has applies Information System Interaction and
Consultation (IMS556) course during acts as emcee at Program
Transformasi Minda . That is can use Oral Presentation (TOPP) which
starting from phase one, analyzing the audience, second phase is applying
ABC, phase three is drafting the speech, phase 4 delivering the goods.

For example, the trainee should know who is audience, what want to tell to
them, how much do they know about the program and others. After that,
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the trainee also needs to know more about the program because possible
audience will be asking anything.

Personal thoughts and Opinion

In my opinion, industrial training is importance to give a knowledge,
experience and training to student before starting a professional career. It
also develops a student that job-ready. So that, after graduates they will
become a frained student and ready to work in any organization that will
get. Industrial training also an opportunity for students to practice of what
they learned in universities. Then, industrial training can give a preparation
for student before graduate, student can leam about industrial demands,
skill set and work ethics.

During at the internship training, all the staff starting from the supervisor,
the staff, and even the top management is friendly and easy {o deal with
the trainee. It is because during at that office, the trainee is the only trainee
student, which is the possible reason the trainee is easily to communication
and deals the staff at the office.

In my personal thought, the director request a task to complete the system
in 2 weeks and my problem is no one staff guide me. After that, the director
not give information about the system. For example, the director not
mention clearly what the function will need have in the system and request
help from IT department staff but IT staff no time to assist the trainee to
complete the project. This is because IT unit so busy with their project also
program.

After that, the lack of employees when the day comes the program because
they are not known who are assigned because they not discuss to assign
each staff to run the program well and sometimes an employee has to
manage a lot of things at the same time there is a staff who give the task to
trainee student without first informing.
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4.3

Another personal thought is internship management. During 5 months of
training in training and competencies unit, the trainee looking there is a
shortage in managing practical student. This is because the staff does not
provide the student placement according to field of study and after the
enroliment student, the student must take long time to be sending them to
their department.

Lesson learnt

Another lesson that | have leamed in the industry is we have to become the
disciplined person with followed all the rules and regulations of the organization
Although we are just the industrial trainee students, we are also a part of the
industry and once we have entered to the organization, so we have to follow all
the rules that have been stated by the organization. For student, the
organization not provides a uniform but still have an attire code for student that
is wear a Baju Kurung and formal shoes. So, | must follow all the attire code
that has been noticed by Pejabat Setiausaha Kerajaan Negeri Kelantan (SUK)

After that, the trainee has leamnt the ways of manage time with the staff. The
time management, when the staff give a task, they will period of time that need
complete the task, according to time that stated by the staff, the trainee attempt

{o make the task complete before the time should be sending to the staff.

During training, the trainee learnt about manage the program. Any program
approved by the director must be prepared two days and was assign who are
responsible on the day of program to make sure program are going smooth.
Before program, staff need got allowed from director to make a program. After
got allowed, letter and memo to participants will be distributed by fax.

Other than that, the trainee also learnt procedure to invite outside speaker
either in Malaysia or overseas. For example, trainee should find all details in
search engine. After got all the details, the trainee must have a relationship
with responsibilities person and follow the next procedures.

Next, the trainee has learned the skills of create a formal letter and memo
to get allow to make a program from director or any agencies will be
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4.4

involved or letter of invite the outside speaker. After that, the trainee also
learn using Microsoft excel to key in the data.

Lastly, the trainee also got the experience being an examiner and as well
as seeing how to handle examiners situation.

. Limitation and Recommendation

The internship program had given me many experience and leamning
process. However, there are challenges and limitations that 1 had to face
during my internship program. Therefore, any limitations should not be
issued without any recommendation to solve the problem as the limitations

will be seen as a baseless argument.

Firstly, the lack of employees in that training and competencies unit. There
is no IT staff who are goed in technical at every time of the program and
when technical problem, training and competencies unit need help from it
department. According to thing, the responsible person should take action
in order to make sure got the enough staff to perform the jobs and this

program more effective and efficient.

Secondly is record management. Almost 5-month training, the trainee
looking that record of the program not well organized and sometimes not
places in the right place. According the things, staff who are manage the file
should care and manage file well. Each file must be arranged at cartoon that

are provided to facilitate in searching and look more organize.

Lastly is finger print. In Suk, there are not provided finger print for the training
student. So, it is difficult to student or staff are on duty to see a student's
attendance because no record. For example, when training student want to

claim their allowance, they only can submit the writing attendance paper and

Page | 58



this too can be a lie to their student. So according to this problem, IT
Department should provide the finger print to make easier get the record

attendance of student.

Page | 60



5 References

eLATIHAN. (2019). Retrieved from 10, June, 2019, from
https://aplikasi.kelantan.gov.my/elatihan/suk

Nor Rusahida Ibrahim, personal communication, March 3, 2019
Portal Rasmi SUK. (2019). Retrieved from 1, June, 2019, from www.kelantan.gov.my
Siti Mariam Yaacob, personal communication, Mei 8, 2019

What Is an Internship? (2011). Retrieved from 20, June, 2019, from
hitps://iwww.allaboutcareers.com/careers-advice/intemships/what-is-an-internship

Definition and Benefits of an Intemship. (2019). Retrieve from 20, June, 2019, from
https.//careers.uiowa.edu/students/benefits-internship

Page | 61



APPENDICES



Rui omi @ SUKD2DG01I9/2 AL5iS)
Bedorkh @ 10 Rabiviokhe 1438
9 i 2047

s majis:

YEha tefienon Kolone' Ardnuddt, bin Yaggot
Tibalon Komander

Relimen 506 Ascar Walonich

Kern Penckolon Chepa

16100 Koo Bharu

¥<lonlan.

{v.p: Malor Reson bin Haji smal)

Tgen.

LATIHAN KHAS XETENTERAAN BAGE PEGAWAI TADBIR NEGERI KELANTAN
Dension hamainva sova meniuk keotda perkarn di atas.

2, Swkocka dimokiumkon bohawa Bohogion Pesaunsen Sumber
Momisio,  Peichat  Sedoischio Kerqnm quen Keionton  diber |
tone jawab unfuk serfo mfnonl&m
kscada?eqmumi‘nd‘nrﬂegwk:emlm I odor

iy, soty psibincongan khos ckan dadaxun

seboogimang bution berkut ;
Tarikh 17 Januan 2017 (Sekosa)
Masa .00 pogl
Temoat ¢ I&Mlmuuihwvm Sumber Marwsia,

Biok 2, Tingkcot 2 Koo Daruincim, Kolo Bhare.

3 Sehubunaan fu, bien Semout untuk hadi semass sed pesbinconaan
tarsetd, O atas xeriasoma yang dibarkon, fedebih dahuiy pentackiron i
mangucaokan. fibuan tefima kasth,

Bi koM TSUK.D200RCNNE £9.8.14)

maloyakkon pegows S jobmon DOOT! Muan DOgi mENEONI Lathal Knas
Letanteroon ioaniah pada 14 Febrari— 15 Mac 2017,

PRI I MEMOhor, PEAEomA Catn'y fUON LNt RRKTEmnZran, Denkans, i
£EDAKR PRGOS CATD 2:0n. Wik membunt pamedksnan keshabon kak kerua
N i e o

Tovikh T ISEbruor 2017 ftd)

Snoser H a30pagi
mHNG  : FumohaokS angiokon renkeen (AT)
sangholon CHBR0, KOTA BHARY,

{3 bore beowma srkanion sornent S0l bacsoma ke benn Ad)

Buikami 1 SUKDZXGISR Sd S

Saxlorkh A0 Boyhiickti 1435+
$ Januod 2017

¥ mofis:
Surchanjoya Parthicmakr Neger keantan,

Boké. Kofa Doninoim,
15503 KOTA BHARY.

Tyan,

LATIHAN KHAS KETENTERAAN BAGE PEGAWAI TADSR HEGER] KELANTAN
Deronn hommatnva s mens gk kenada peskamo df olos,

Z Smocihn moderknn bohown Banagion Eenguenon SuTber
Manuss, Peichal Satomnoha  dercasn  Keges  Kelarden  hhed

fengounok unbik meng m Lot ¥nos Yedack
ranada Peamus: Trdbi i tenrinm: iyong
b chacke. Sahubrroan it cemincarnan Yhos ckan diodaron
SERICHIMAnG BuiTn herka ©

Torkh 17 Janue 2017 {$eiksa)

Maso 9.00 post

Temot Bk Mesvunend Panoumisan Sambes Mernssia

3 Sehunoraon ity Seen Famoot untos hosk semasg sed pesiaconam
tersaten DN Stos keriosoma yong deskor tedsti d0ho panladoron vy
menQJsarkar duan ferma ko,

a l.h..l:mmbm ¢ fut Jago. pAGOMT, Se0n Inaeton Dare’/ Lo
\empirat 1) ap o bag mariaan ofhen

‘ﬁm?mmmwnﬂ‘

Taskh H 4 Febui 2017 (3aicna)

o H 830 poci

Tepaal  : Rem Feimen 50c Askor wokuwoh,

TRmgiTin Chano, KOTA SHANY.

330 bawn , 3 30dion £ 1M don
Slcgion AFAN Bonk)
5 3acio 1, pacne DIOY 140 Mge GGy sIovn mershowa bareRo,
peRdionn, keoeduon 05 yong dipeiekng Dno KAgLONON DRGNDL DA Aan
M meanialonl lBbon feretat,

& Senoemn panaminon DRQENGL DO M. DOBHIT: DRMIALICD. tnK

Santon. foon Nor Sushka bisf robim, Penolong Pangaroh {Loihon, Dan

wa&-mnmlwymmm 2024 gion Pune S Mariam bink
veoowai eibk {lofhon Don Snmostes) o oo

uuczny, n-muusr ed ;2029 men emel :

0i 7% eerinsoma Dowo'! ham, runt

sarion.

LA DUULANG, 1ALA DLRIN HING, SAKYAT DESANIING #
SIEMOGA ALLAH MELINIXING] TUANKI OUNLA DAN AKHIRARF

FRFO jOry e parwoh

AB. FATIAR BN HAZSALAH

PENCOTN PangunISOr SLTNDRS KORUSD

D0 BTIAUSAHA REBAIAAN NEGER KELANTAN

X
1. Yang BEnornat D’ Saaannn Seciaan NegEd Keantan
2 YA Coe' oo detnsan Kargioon (BEng. 02

3. Y& satimnobn

RaOK £, YO0 DONNOTT,
1SS0S KOTA SHARL

Page | 63




Appendices

FORMAL LETTER

Fug Kamk SUK D200 (08) 42333 A A2~ BT { )
Epctanib 2
i
Kepads.
Panyeieres Lati:an industi
Poldeicek Kota Bherts
¥m 24 Kok earey
16250 Keta Blians
b
Taan.

PERMOHONAR PENEMPATAN PELAJAR LATIHAN INDUSTRY

Dngan hormetn¥B saya merujis: kepads qursl b.an Margers packan dislee.

2. Ouxacka dmakisrhan bohewsa PHMONONSH Untuk MeRBMPaRIN Ceisjar s
maniaen

Soperb & bawsh uThk Lavhen industi Gk d-wet wm kerane
uote
L — L - ——
1| STLHUSHA BINTIHUSIN EARJANA 4 JULAI 2010
| | | PENGURUSAN HINGGA
(POLISI DAM 20 SEPT 2019
| | PERLEKITARRN
| | SOSALI

3 SOMAUDY SN JeNgan Ky, PNSK hard MemoNon Masf & aias Loeulitan yang akag
Gralame olel painjar hian Tag mendapeian tampat untik menialani lshban prakokal
 Seoaananun pitak kary [chau 20kan settacvel et b2 ks ke asen,

Wy
DBisk hian dan

Sekinn ferirna hssi

“*RAJA BERODAULAT, RAKYAT SEPAKAT, NEGER] BERKAT*
“SEWOGA ALLAN MELINOUNG) TUANKU DUNIA DAN ASCHIRAT=

Saya ysng menjalanica amensh,

{WOR RUSAMIDA BT ISRAHIM)
Q Pxoamy {L ahan & Komaetel)
L., TENSARAH VENGURUSAN SUMBER MANUSIA
PRJIABAT SETIUSAMA KEASSAAN NEGERI KELANTAN

PEJABAT SENAUSAHA KERAJAAN KELANTAN
{BAHAGIAN PENGURUSAN SUMBER MANUSIA)
KOTA BHARU

MEMO

Nepada Dato Kaya Satia Sebaitsa’ss Ketaean Megen Kelantan
Taneada Penoarah Panaunsan Sumber Manusis

Bu Fad 8. 0 208 42364 S &2}

Tash 30 Juisi 2247 08 Zuikaedah 1438

JEMPIITAN PERASSHAN
Dexgen Homas Mk G G alss
2 Sukerea Snaidiorksg % z ke ks 20 bogk
mwmmmmnmm
NEGARK ssbaz. s keidsomn berk A
Terth : 15 Rpeh 2019
¢ 200em

oba Oaruinain, Koba Blary

Sefwtungsn denpen mu. Borsama-sama i dsaniaken tentatit progem dan
Mmrﬁsmpemw.smmmnrmwm
%@g@mm vekan isis s amat hansl dan ddaros dengan cepan

{HAN MOHD FARID BIN DATO" HAN ASDIL RAZARY |

PEJABAT SETIAUSAHA KERAJAAN
NEGERI KELANTAN ..

24l Kam'; SL7D 200%) 924545 (£2)
Becaen 25

Ragathon 1440m

30 Mel 2019
W mads,
AN, SRS, Axgm, Maarsa
BlokC1-C3, Kaopiain ©
Busat Reptadbhan Persekucian
62610 WEPLTAAAYA
(u0, G37agk o Eedtilaatan )
Tuan,
PNCALONAN PEGAWAI KUMPULAK CAN PROFESIONAL (PEP} a1
HAGGA GRED 54 LA2S TINGS! DAN CEVERANG UNTUKC

MENSIKUTI PROGRAS  PEMSANTUNAN  SERMPAK TINGGY ANJURAY JAZATAN
EERIALMATAN A VJPAY

Decoan sty sava, menii keoacs SR uen d¥a) RRTAG JPA BKIS)
206625 (31} ba'ah 18 Mac 218 mecnogs) padws & afss,
Sukecta benarasams i GAemONE] L enoie B} secany (AT Pagaval
il:mmlan m Dan Pmfesional (F3P) Gaed 41 N9 Gisd 5¢ Yang
an Z) it omgcad Progam
P.Mwmmmmmmmmlwa’m
Zndaan dan pachaties citak §20 SSlABTG

O: atay, ksompma yang chadeen, ferietys dgu ducackay tbuag (ema ML
Saag.

RAJA ZERDALLAT FARYAT SEIALST. HESZRIGERKAT

* SEUOGA ALLAY. MBLINDISG: TUANIAU O 1A 8 WJORAT *

Exmala

Ybrs Eacic Aoda Azm B Zufif

Fenoong 'el.ua Jachcn ?Pevrvbmna @ Tonch o Pewptsan }
Peizbot Taron Don Jochon Torch Meeor.

12500 IAMH MEIAII

Meioks,
YASa. fetia Jaicken

F=iabot Tenon Don Jaohen Terdh Mersh
17500 TANAI MERARL

Tuan.

PEANTIKAN SEBAGAI PENGACARA MAJLIS BAGH SEMINRR MENGQW UNDANG
UNDANG TISUIL KEGER] KELANTAN & PERUEMBAGAAN

Oergoniegcla e tepodo perkea S alas

2. SUodcia cmodumion Bonowo emm fengusmn Sumber Manvsio,
foobal Sovoh fesarom Nepsi Kelomdan ocan mengsodtan ey
Mergeno: Lndooeindong .59.'2 lisged Kelontan & Pelemiopgos. Negae
cbegerion kstetoran bakat -

Todh 115 Aprid 2019 (bna)
<6.00 Dagk ~ 1.00 tengohar
Tompat  : Oewan Seming, Blok B MRENA MB,
ota Oarwinokn. Kota Bhary
2 ishubsman decean S o benehiy voht cxkatk S

eockedtinn o = =Y
sabagei mmﬁa&nwﬂ%hﬂmcm
Qe mek rkox MOV 1esn 2.
4 O olm lopoxrw yog dosdeon. ‘erdebh domi: pericdbion i
OWUICIMON ABLIT TeN™3 ko
e,
# RAJA BERDAULAY, RAXYAT SEPAKAT. NEGERS BERKAT &
& SEMOGA AUAH MELINDUNG! TUANKU DUNIA DAN AIGURAT ¢

Seva yong mencantan amana,

{HAJI MOHD FARID B¢ DAIO" HAN ASDUL RAZAR)
Pengarah Barag or Sargun.son Sumbss Mo
op KERALAAN

Page | 62



SECRETARIAT

Y3,
e

Page | 67




I
SEMINAR MENGENAL UNDAKC-UNDANG
m“m
SISTEM
PENGAUDITAN ANT] O i 344
v : 1S Agst 2010 {1anin}
MS 150 37001 B o Do Hom e
12016 v

PIIABAT SETIAUSAHA KERAJAAN
* NEGERI KELANTAN

TARIKH: 12 JULAI 2019 ( ISNIN SELASA)
TEMPAT: DEWAN SEMINAR 12 3.
BANGUNAN MABNA. BLOK 8,
KOMPLEKS KOTA
DARUL N'AIM

GVW B obagian Q0 enpahusonr 3 ek
Plamsla, B ejobal 3 elimisatn
enafam (Neger (¥ clantin

SISTEM
PENGAUDITAN
ANTI RASUAH
MS ISO 37001
12016

Page | 66



LEADERSHIP EXPFERIENTIAL
AWARENESS PROGRAMME

TARIKH " :03 FEBRUARI-03 MAC 2019

MASA : 8.00'PAGI = 4.30 PETANG

TEMPAT : DEWAN SEMINAR, BLOK 8
KOMPLEKS KOTA DARULNAIM

TARIKH: 30 ME! 2019

Dsodioken oisn:
Sekyen Jombongy-on Sumbar Menusa At Lakiian Den Kempreens
Fohagion “onguntssr- SUmnes Sansa

KAEDAH PELAKSANAAN PRoGRAM
Kurdus Asas — Dalorm Negoia Lamutan Luar Negara Lathen Pejabot - Dalam Negovo
(Fafjosaoma dangeon UiTh) {toxarta)

1-2 JULAT 2019 18-22 JULAY 2019

FY T TV N

JULAL-0G0S 2019

k
t | SIQ“I.I._S‘ OF THE FUTURE - COMMUNICATION COURSE APUKAS!
et (o 01 JAKARTA : Elﬂﬁlﬂbﬁm

e Sl 4 prceic

vy

Page | 65



DESIGN

NOOR RUSAHIDA BINTI IBRAHIM
FENCLONG PENGARAH UNIT LATIHAN &
KOMPETEME!

SiTI MARIAM BINTI ISMAIL
PENOLONG PEGAWA] TADBIR
(LATIHAN DAM KOMPETENSI)

i

§
- SHAHRIL BIN ABDUL RAAID |
@ABD AZi2 |
KETUA PEMBANTU TAOBIR t

=— .
MOHD SAUDIN BIN MOHD SAIFUL HASLINA BINTI NOR AZILA BINTH

AWANG HAMAD  AFEZAN BIN IBRAHIM HUSIN ALWL
PEMBANTY TADBIR PEMBANTY TADBIR PEMBANTS TADSIR PEVBANTU TADBIR

|
ABDZULFIRMAN.  MOHDISMAILBIN  MOHD RAZIF BIN

ZAKARIA OSMAN ZAIN
PEMBANTU TADRIR PEMBANTU TADBIR PEMBANTU TADRIR

CERTIFICATE OF COMPLETION

This is proudly presented to

Tuan Hajl Mohd Varid b Unte’ Hajl Ahdul Razak

Has completed the course
Profesional Certtiicate of Land Administration and Development Law for
Kefantan Civil Services on May 2018

Organkyed by :
HUM Entreprencuar and Colsvllancies Sdn Bhd

PROF DRAINUL JARIA MAIDIN PROF TAN SRI OR DZULKIFLI
Lopth Traunn ANDUL RATAK
s enstiona) et Unhee ity
Miaaynin

meztar
Inretnacisnat tlansle Lyt

= : =
t I sAlanysin j i+

PENGENALAN

Prograr ‘LEAP" ini feich diadakan g_a_gg
S Febryori ~ 31 Mac 2019 berlemngr di
Dewar Seminar. Blok 8, Pejabat Ssfiausaha
Keralaon Megsrd Kelonton ycxng mellggﬂ'
seramal 20 orang

Lontfican Baru-2019 don |§%%
Program Penempaton fAfachment)
selama sebuion f isbaton terofih iaify ;

ORLIEXTIF

Page | 64




Page | 68




FRIKELARIAN

a3 Mac 2019 (Anlad)
Pyvans
oy Horta Daraloab

Page | 69




Page | 71




Page | 70



SLIDE
PRESENTATION



7/2/2019

PEJABAT SETIAUSAHA KERAJAAN NEGERI KELANTAN

PRESENT BY :
NOR AMIRA BINTI IBRAHIM (2016728315)

INTRODUCTION

QO  Sultan Muhammad IV (1899-1920) was
built a rectangular wooden building
called "Opis Pohon Celagi'.

O been placed in the ‘Bangunan Takdir',
Jalan Sultan tbrahim, next to the Old Post
Office, Kota Bharu.

O During the Japanese colonialismin 1942,
a new building for the Office of the
Pejabat SUK has been moved fo a new
building in Jalan Hospital / Street Doctor

O After the completion of the new building
in the Kampung Puteh, Jalan Kuala Krai,
in March 1987, the Pejabat SUK began to
be placed in Kompleks Kota Darulnaim,
Kota Bharu Kelantan.
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DEPARTMENT IN SUK

Information Technology Department
Govemment Meeting Council Department .

Tourism Department

Corporate Management Department
P 9 P . Integrity Secretariaf and Innovation

Local Government Department

Legal Department

-
. Housing Management .

4
\——
—

Management Servicesf{ o
Department. |

Human Resources Department

Internal Audit

State Economic Planning Department .
Integrity Secretariat and Innovation .

ADMINISTRATION DESIGN OTHERS ACTIVITIES
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% InTraining and 2
competencies unit, there
are seniorian and new oo

staff who is not familiar
with the system

** System about registration
the program

>
To provide a guideline as a *
reference sources

Provide of guideline on the
process in using the system

o the system

2
o

L)
o

system

Staff not fully exposed

There are no printed
manual guide provided
No iraining for e LATIHAN

Insvucsion for sLATIIAN as below, 1

STEP 1.

15 G0 1o Website € LATIHAN hiaps. . Quitkast S¢lantarn Jov s elatihan sk

21 Lovar should ba wisens Joampicaon Card mupbar and Secur o code.

3) Tlek can chok subaadf LD pHOCCES 10 NEXT PAZE OF CARCHS 1o DIck.

rowisar e — e romane s e o

A rper a0 #8499 70 1o DT aT peris Wpve katpiann Fa0wes LS
A s o i et s

Se e dem s eae
Ao o

araecha Uomar s e e w0 130 #9312 g 515 SR
[

50 Lty Ao Uy a7 iy O B A e e 7o O A A
| Buiamy GrioAa ieaa My CPAT o] L £ AN dk D i

1) First of all, User click “regiytration™
23 User shouls be folfilling the form start from identfication number
until insert the email.

3) After complcted wthe form, click bunon “submit”
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Taswuction for sLATIHAN as below,

STEPR 1

L) Gotowsbsite e LATIHAN Atips aplidasi kalanssn gov.my alatthar suk
2> Usar shonld Yw inwert fdevifficarion Card nuwbor and Securin: code
3 User can click sabmit t5 procecd 10 mext pags or cancel ta back.

4) I click the button submit, this page will show this interface

5) Admin can see the list of function at left

1) First of all, almin ¢hould click at choose parcticipant

2) Click vnd choose dare, course, series and priorin.

After elick the button submit , the result will show fike this.

Admin can click al choage which “ves” or “no™

Lesson learnt

Limitations and
Recommendations

@®
o

| 5)  Tocherk the details of mpplicant, click at identificstion nuroper to
! 3) Afier donc decide, click submit. | see the denils of participaat
Application of
Knowledge, “Communication skill
Skills and
Experience
Personal p: 8
thoughts and | - %lack of employee
c‘!u_g san Ullhf “internship management
opinion =

s Attire code

“time management

@ Program management

s»skills of create a formal letter

«+Being relationship with outside
speaker

»Being examiner

“+No IT staff
“No finger print
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INSTRUCTIONS

1) This book is issued to you to record your assignments and
activities during industria: training.

2) All entries must be regularly recorded by trainee and initialed by
the Supervisor.

3) All entries are made in ink, except sketches. ~ “*

4) The book must be handed to your Industrial Training Coordinator
upon completion of attachment.

1
L 4

=

L

-

PERSONAL DETAIL

1. Name . Nov wmies  (gepdhion

2. Student ID : 201692835

3. Programme . WNFopmmion mppGimart  SYs1Em
4. Semester 7

5. Home Address

6. Tel No (HP)

7.. Email i

ORGANISATION INFORMATION
1. Full Name & Address : PEJRPDT 2E11A WhHA  (fRAT ALY

WeGeER! LELANTEN

2. Department

3. Supervisor :

4, Position -

5. Tel : HP:

6. Email

FOR OFFICE ONLY

Remarks :
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PERMOHONAN CUTI REHAT
(BAHAGIAN PENGURUSAN SUMBER MANUSIA)

KEPADA : um’\\,ﬁA\\of‘&X/OM?W ...........................................................

(Ketua Bahagian/Unit)

Saya pohon kebenaran cuti rehat selama 1 hari mulai daripada 9"/‘7‘/%'? ............
hingga 92/9 /%]0’ .........
Catatan ** Tandatangan [) X
Pemohon . e
Nama Penuh : MQWMIQIZA'MM-
(HURUF BESAR)
Jawatan : PELM‘E ...... PMU’[AL
Tarikh : ]6 /17(/%’7 .................
2 D U

Pegawai Yang Meluluskan Cuti

Permohonan cuti di atas * disokong/ tidels eiselcong
Tarikh :.8/4 /2019

.............................

. . : . (isugtediioy 9 veyne)
Permohonan cuti di atas * diluluskan/tidak diluluskan _digpey gemeﬁéc‘ggﬁu;éulz

THVIAISEILNIG WYIEYW LIS

Tarikh 1 iciiiiiiicccieiienns
Tandatangan Pegawai Yang
Meluluskan Cuti
UNTUK KEGUNAAN PEJABAT
Baki cuti pemohon .............. hari. (Disi dan ditandatangan ringkas sebelum borang

diserahkan kepada pemohon)

Pemohon diberitahu dan cuti direkod. (Tindakan im1 hendaklah di ambil setelah cuti
diluluskan).

Tarikh
b/p Pegawai Pentadbiran

* Nota: * Potong mana yang tidak berkenaan
*** Keterangan mengenai cuti yang di ambil

Kepada :

(Nama Pemohon)
Permohonan cuti tuan/puan telah diluluskan selama _  hari dari
Hingga o Baki cuti rehat hari.

b/p Pegawai Pentadbiran
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