>

UNIVERSITI TEKNOLOGI MARA
CAMPUS SAMARAHAN

FACULTY OF ADMINISTRATIVE SCIENCE AND POLICY STUDIES

BACHELOR OF ADMINISTRATIVE SCIENCE (HONS)

ADS666 PRACTICAL TRAINING

CHIEF MINISTER DEPARTMENT

PREPARED BY

AKMAL FARID BIN BUJANG 2009363163

UNDER SUPERVISION OF
MADAM NADRAWINA ISNIN



ACKNOWLEDGEMENT

In the name of Allah, the Most Gracious and the Most Merciful, Alhamdulillah, all praises to
Allah for the strengths and His blessing in completing this practical training report. Special
appreciation goes to my supervisor, Madam Nadrawina Isnin, for her supervision and constant
support. Her invaluable help of constructive comments and suggestions throughout the

experimental and draft works have contributed to the success of this research.

Not forget, my appreciation to my coordinating lecturer for ADS 666 Practical Training, Mr.
Fairuz Hidayat Merican Bin Wan Merican for his support, knowledge and effort. | would like to
express my appreciation to Chief Minister Department for accepting me for practical training

there.

Sincere thanks to my deepest gratitude goes to my beloved parents for their endless love,
prayers and encouragement. Last but not least, to all my friends and others for their kindness
and moral support during my time of completing this report. Thanks for the friendship and

memories.

To those who indirectly contributed in this practical report, your kindness means a lot to me.

Thank you very much.

Akmal Farid Bin Bujang

Bachelor of Administrative Science and Policy Studies (Honours)
Faculty of Administrative Science & Policy Studies

Universiti Teknologi MARA, Kota Samarahan



Table of Contents

Topic ~ Page

Chapter 1: Introduction 1

1.1 A Brief History
1.11 James Brooke Era
1.12 Charles Brooke & Pre-Independence Era
1.13 Post-Independence Era
1.14 Early 90's
1.15 Year 2000's Era

BDADNA A

1.2 Vision, Mission and Shared Values of Sarawak Civil Service 4
1.21 Vision 4
1.22 Mission 4
1.23 Common Shared Values 5
1.3 Human Resource Management Unit, Chief Minister Department 7
1.31 Background of Human Resource Management Unit 7
1.32 Vision 7
1.33 Mission 7
1.34 Shared Values 7
1.4 Section 7, Competency Management Section 8
1.41 Quality Objectives (KPI) Competency Management Section 9
1.42 Features of Competency Management Section 10
1.43 Customers 11
1.44 Key Functions ' 11
1.45 List of Duties 11
Chapter 2: Schedule of Practical Training 13
2.0 Introduction 13
2.1 Week 1 (July 16th — July 20th) 13
2.2 Week 2 (July 23rd, 2012 — July 27th, 2012) 14
2.3 Week 3 (July 30th, 2012 — August 3rd, 2012) 16
2.4 Week 4 (August 6th, 2012 — August 10th, 2012) 17
2.5 Week 5 (August 13th, 2012 — August 15th, 2012) 17
Chapter 3: Analysis
3.1 Introduction 19
3.2 Definition of Concept 19
3.3 The Concept of Training and Development in Human Resource Management 20
3.3.1 Need assessment 20
3.3.2 Program Design 21
3.3.3 Implementation 22
3.3.4 Evaluation 22

3.4 Orientation as part of training and development in organization 23



Chapter 1: Introduction

1.1 A Brief History

1.11 James Brooke Era

Sarawak Civil service was first
known as Sarawak Administrative
Service (SAS) established by

James Brooke when he was given

the territory of Sarawak in 1841. In

The first flag Introducad by Rajah James Brooke Il;\ 181,18
1842, James Brooke proclaimed Rajah of Sarawak.

Introduced by Rajah James Brooke, Sarawak
administration depicts from European style of
administration originated from India and Africa. The
formation of Sarawak Administrative service and the
selection of officers were mainly from Brooke relatives
and colleagues. Two
departments that were
established in 1864 are Post

Office and Treasury department ...

Arthur O cokshank
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with a number of staff by only 4 =

Europeans and 2 Malays (Sarawak Government, 2013).

Arthur Crookshank was among the early European officers. He
was the 2nd Chief Secretary from 1846 — 1873 (Sarawak Government, 2013).

On the left is Rajah Brooke Crest, the symbol of Rajah Administration and the Latin
words “Dum Spiro Spero” that mean “While | Breath | Hope” (Sarawak Government,
2013).


http://wivw.jkm.MrawaLgov.imy/mDdules/weh/

Chapter 2: Schedule of Practical Training

2.0 Introduction

During 5 weeks of my practical training in Competency Management Section of
the Human Resource Management Unit at the Chief Minister’s Department, | have been
exposed to the core functions of the section such as induction courses for newly
appointed civil servants and examinations for civil servants. Besides that, | also learned
about the supporting functions of the section such as organizing a meeting, office
administration, 5S activities, and record keeping. Therefore, in this chapter, | will
summarize the daily training activities extracted from the practical training log book
according to the core functions and supporting functions of the section which | am

attached to.

2.1 Week 1 (July 16" — July 20")

On the first day of my practical training, | was introduced to host supervisor, En.
Desmond Douglas Jerukan at Customer Relation Management Unit for a briefing
regarding the general administration aspect of the Human Resource Management Unit
before | can start with my practical training. Later, | was attached to Section 7, which is
the Competency Management Section, one of the 8 Sections under the Human

Resource Management Unit under the Chief Minister's Department.

Second day of my practical training, | was sent to see my section 7 kpp, En.
Fang Tze Chiang. | was informed that he is new here. Currently, he is doing
restructuring in section 7. Then, he assign me with five supervisors. They are Pn. Hjh.

Dyg. Hassanah, En. Adrian Chung, Pn. Rafidah, Miss Kimberly, and En. Juman.

Puan Dayang Hassanah briefly explained to me the core functions of the section
as well as other functions such as administration aspects including the rules and
regulations that must be followed by everyone. On my first day of work, | have been
asked to learn everything regarding the Human Resource Management Unit including
the vision, mission, quality objectives, policies, and the history of the Sarawak Civil
Service to ensure that | can have a general view of the organization that | am attached to
and be able to understand my duties and responsibilities as part of the State Civil

Service before | can be given my specific training schedule.
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