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ABSTRACT

In this paper, | have been training for long period at the secretary general Il office in Ministry of
education Malaysia and all the activities and project | have compile on this report. This report
basically is about how students apply the knowledge of records management courses on the
particular organization. | also have gain many experience on working environment and how to
communicate with other people especially on perform a task and solve a problem. All the
activities, experience, knowledge, and application are been compiled and this reports.
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CHAPTER 1: INTRODUCTION

1.1BACKGROUND OF THE ORGANIZATION

MINISTRY OF
EDUCATION
MALAYSIA

MINISTRY OF EDUCATION

This ministry also known as the Kementerian Pelajaran Malaysia in Malay term,
The National Education System was established in 1957 through the Education
Ordinance 1957. The system at school level consists of pre-school education,
primary education, secondary education and post-secondary education. The
official site features online application services, school and examination
calendar, tender notice, education service procedures and guidelines for

students and educators or teachers.

The Ministry of Education (MOE) (Malay: Kementerian Pendidikan Malaysia)
is a Government ministry responsible for Malaysian educational matters. The
current minister is Tan Sri Muhyiddin Yassin who is also Deputy Prime Minister
of Malaysia and Idris bin Jusoh who served as Minister Il. In Bahasa Malaysia it
was called Kementerian Pendidikan Malaysia, which was in charge in all
education-related affairs. But in 2004, it has changed its name into Kementerian
Pelajaran Malaysia, which is only in charge from pre-school up to secondary
level of education. The tertiary education is taken over by a new
ministry, Ministry of Higher Education untii May 2013, where Prime
Minister Najib Razak announced the two ministries will be merged to form a
single Ministry of Education.
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