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ABSTRACT

I am a final year Bachelor of Information Science (Hons) Record Management from the
Faculty of Information Management, UiTM Johor campus and I have undergo industrial
training at the Office of the Dean of the Faculty of Management and Business for 5 months
from February to June. Industrial training should be undertaken while in semester 7. My
supervisor is Deputy Registrar of the Faculty, Ms. Jona Hidayati Qamaruzzaman. I have
been exposed to the .knowledge of administrative management, records management and

SO on.
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