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ABSTRACT

This report is about industrial training at National Archives of Malaysia Pahang Branch
(NAMPB) from 02 February 2015 until 30 June 2015. This industrial training has been
supervised by UiTM Lecturer, Miss Nurul Huda Binti Md Yatim and Madam Syazwani
Binti Salleh at NAMPB. In this report, student had describe about background of
organization, organizational structure, departmental structure, department functions
and others as part of introduction and organization information. Then, student also
describe about industrial training activities that has been conducted at this organization
in order to gain student knowledge. There are special project for this industrial training
as part of student contribution to assists organization in managing information about
Department Records Officer (DRO) and Department Records Administrative Assistant
(DRAA). Description of events and activities also has been included for student roles
and responsibilities during the period of training. During industrial training, student also
needs to describe about knowledge, skills and experience in undertaking task at this
organization as a feedback for evaluation. Industrial training give many advantages
rather than disadvantages for student before go to career life which student know about
policy and procedures in organization, organization functions and the importance of
NAMPB as a place that keep valuable information for future reference.
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