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EXECUTIVE SUMMARY

An unforgettable struggle for six months while undergoing industrial training began at NFZ
Secretarial & Management Services, marking a milestone in my journey as an Office System
and Management student. This internship provided me with an invaluable opportunity to gain
first-hand experience in a professional environment and to apply the theoretical knowledge |
had acquired throughout my studies into practical tasks and responsibilities. This report begins
with my profile which shows my academic background, skills and career aspirations which
motivated me to undertake this industrial training. It continues with the company profile of NFZ
Secretarial and Management. Throughout my training, | was entrusted with various tasks and
exposed to different departments and real workplace situations which enhanced my
understanding of how the industry operates. | learned to handle real tasks under the guidance
and supervision of experienced staff, and honed my technical, communication and problem-
solving skills. The report also contains a SWOT analysis, which summarizes my strengths,
such as my adaptability and willingness to learn, as well as areas where | need to improve,
such as time management under pressure. The analysis also identifies opportunities | have
gained during my internship, such as expanding my professional network and developing new
skills, along with potential challenges | have faced and how | have overcome them. | also
reflect on the overall impact of my industrial training, and my experience in managing all the
difficulties experienced throughout my internship. Finally, this report concludes by
emphasizing how this industrial training has not only increased my understanding but also
increased my confidence in managing problems and also improved my professionalism. | am
very grateful for the opportunity | have been given to contribute to the NFZ Secretarial and
Management services company and for every guidance | have been given throughout this

internship.
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