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ABSTRACT 

Final year students of IM245 Faculty of Information Management need to undergo internship for 

5 months at selected organizations and they also need to complete special project in order to 

finish their internship. The student have choose Pejabat Setiausaha Kerajaan Negeri Kelantan as 

place for internship based on the period from I February 2018 to 30 June 2018 in Unit Latihan 

dah Competency, Human Resource Department of Pejabat Setiausaha Negeri Kelantan. This 

repo1t as a proof and also what are activities that the student have done throughout the internship. 

This rep01t have been divided by four chapter. The first chapter is about introduction to the 

company such as history of establishment and also function and responsibilities of the company. 

Next is chapter two is about the department that the student have been assigned. This chapter is 

about the function and responsibilities and job scope of the department. The third chapter is 

about industrial training activities. This chapter is about all the activities that have been done by 

the students during 5 months of internship. Besides that, in chapter 3 there are also about special 

project that the students have develop. The last chapter which is chapter 4 include description of 

event or project that involving the student during the internship. This chapter also include the 

knowledge gained by the students during the internship. In chapter 4 also include personal 

thoughts and opinion, lesson learnt and also limitation and recommendation by the students. 
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Figure 15: Form with Accept Stamp 

3.1.4 List out the closed file and arranged in the file room. 

- When the file reach the maximum height, the file should be closed. The

trainee list out the closed file to be register into the system. The word 'file 

closed' should be marked at the cover of the file together with the date which 

it closed. Once those procedures has been done, the file must be tied in order 

to prevent the items separate from the files. Then, all the closed files will be 

arrange in the file room. 
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Figure 16: Closed file being marked and tied 

3.1.5 Design the tentative books and tagging. 

- The trainee possess the basic skills in designing by usmg the Adobe

Photoshop. Thus, she was given a task to design a tentative book for special 

event which is 'Lawatan Kerja Ketua Setiausaha Negara ke Kelantan'. The 

trainee should include the details about the event such as the venue, time, 

tentative of the events and the list of the ushered of the events. Not only have 

that, the trainee also designed the seat and souvenirs tagging. The elements in 

the tagging is the logo of the society, name of the events and name of the 

VIPs. 
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Figure 17: Tentative Book 

Dengan lngatan Tula• lkhlas: 

Daripada 

3.1.6 Prepare a summary report for the staff attendance. 

- Every month, the trainee required to prepare a summary report for the staff

attendance. The summary of report are prepared using Microsoft Word. The 

trainee do the report for the staff who arrive late for work, go back early from 

the office hours and did not finger Tee the whole day. The report are put into 

the file titled 'Finger Tee, Unit Perkhidmatan PSM. 






































































