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EXECUTIVE SUMMARY

My internship adventure started on March 18 and has been full of challenges and new
experiences. The results of my 24-week industrial training at Perbadanan Melaka MCorp
are shown in this report. My six months as an administrative intern at Mcorp, Melaka,
have opened my eyes because | have learnt a lot of new things and developed my abilities
while also identifying my advantages and disadvantages. By putting theoretical
knowledge into reality, my present internship has improved my comprehension of office

administration, asset management, and administrative responsibilities.

This section provides information about the organization's activities and their public
importance. This report's following section discusses my training perspectives, internship
specifics including working days and hours, the knowledge and skills | acquired
throughout my internship, and the activities | carried out. These experiences greatly
influenced my professional and personal development by enhancing my knowledge,

abilities, and problem-solving abilities at work.

| came in with high expectations after being assigned to the administrative department,
and my six-month experience exceeded them all. | was given the chance to experiment
with a variety of administrative duties, including creating and maintaining official office
documents, keeping track of stationery and office supply inventory, and updating assets
in the Data Management System (SPD). Ithink these duties will help me get offto a strong
start in my career. Additionally, this report is accurate in that it covers the learning

opportunities, challenges, and enriching culture at Perbadanan Melaka (MCORP).
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