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Abstract

Student from the Bachelor of Information Management (Hons) Records Management of
Faculty Information Management. Started the industrial training from February 2015-June
2015. Placed under the Corporate Services Department, Procurement, Asset & ICT
Management, SIRIM QAS International Sdn. Bhd. Put under the supervision of Miss Noor
Kamasahliza, an executive from ICT management. There were a lot of training activities that
have been carried out by the student that being related to the field of records management
throughout her training period. Among them are doing a tracking document process,
labelling the file, opening new file, scanned documents batch by batch, key in data that
related to tax invoice and also key in data of the scanned documents into the intranet
document management system DocuFlo. There is also a case study carried out by the student
which entitled ‘Improving the current document management system (DocuFlo): Case Study
in SIRIM QAS International Sdn. Bhd. where basically the student carried out the case study
for the purpose of improving the document management system, DocuFlo itself and enhance
the features in the DocuFlo. There was an encouraging feedback that the student got from the
case study carried out. It can be concluded that the case study meet its objective from the
findings. The student also gained and adapted a lot of very useful experiences especially
regarding the work in professional environment such as presentation manners, importance of
teamwork, importance of being punctual, proper ways to write up a letter and others
mentioned in the report. Even though there are some limitations found by the student, there
are still recommendations that can be made to fix the problems.
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