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Executive Summary 

This report is my six-month internship at the Sepilok Forestry Research Centre, an institution 

under the Sabah Forestry Department. The content of my internship job is detailed in this 

report, focusing on the human resources (HR) and administrative support responsibilities, and 

it documents four major types of gains I obtained throughout the placement.  

 

During this industrial internship, I worked in the administrative office in the function of a clerk, 

liaising with the HR department and assisting office management duties. I provided support in 

a variety of administrative functions such as document filing, correspondence management, 

employee file maintenance, data entry and the preparation of official documents. I was exposed 

to internal coordination processes, which enhanced my knowledge of organisational 

management, personnel management, and the practical operations of public sector 

administration.  

 

I acquired five general workplace skills including communication, while performing a number 

of job duties. The supporting on-the-job training allowed me to transfer the academic 

information I acquired at university into hands-on administrative and human resources practice 

at a government research institute.  

 

This report first presents my student file, as well as basic background information on the 

organization that hosted my internship, including its vision, mission, and organisational 

structure. It also stores reflective content relating to the internship, including the overall time, 

work shift arrangement, and assignment completion status. The report focuses on summarising 

professional advancement in three areas: hands-on HR administrative practice, industry 

experience, and development of hard and soft skills.  

 

This study uses the SWOT analysis framework to undertake a thorough assessment of the 

operational environment of the research organization functioning in the forestry industry. The 

organization has basic strengths such as its established position in its field, a systematic 

administrative system and its contributions to sustainable forest management. But it has 

internal problems, such as poor digitalisation of administrative operations and poor 

communication efficiency. It is supported internally by a steady inter-institutional partnership 

and stakeholder participation; nonetheless, it faces external threats to its long-term 

development, such as resource limitations, increasing administrative demands, and 

environmental issues.  

 

During this internship at a public sector research institute, I gained a deeper understanding of 

its human resources and administrative functions, while also furthering my career development 

and workplace readiness. 
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2.COMPANY PROFILE 

 

SABAH FORESTRY DEPARTMENT 

NAME: FOREST RESEARCH CENTRE, SEPILOK 

LOCATION: FOREST RESEARCH CENTRE, MILE 14 SEPILOK ROAD 

SEPILOK, 90715 SANDAKAN, SABAH 

OPERATION 

HOUR : 

WORKING DAYS: MONDAY – FRIDAY 

WORKING HOURS: 8:00 AM – 5:00 PM 

DAYS OFF: WEEKENDS & PUBLIC HOLIDAYS 

 

2.1 COMPANY BACKGROUND  

The Sabah Forestry Department is a state government department responsible for the 

management, conservation and regulation of forest resources and forestry operations in the 

state of Sabah, Malaysia. The Department is devoted to promoting Sustainable Forest 

Management (SFM) in order to ensure a balance between environmental preservation, 

biodiversity conservation and socio-economic growth. Currently, 65% of the entire land area 

of Sabah is still covered by forest, with over 3.8 million hectares designated as permanent forest 

reserves, parks and animal sanctuaries.  

 

The Forest Research Centre (FRC) at Sepilok is part of the Sabah Forestry Department and one 

of the top forestry research institutes in Sabah. The institution, which is based in Sepilok, 

Sandakan, is a key source of scientific knowledge and technological back-up for the 

conservation, research and sustainable management of the forest resources.  

 

The history of forestry study in Sabah began with plant collections on Banggi Island near Kudat 

in 1842. This early research development was further advanced in 1915 with the setting up of 

the Forestry Herbarium in Sandakan which paved the way for systematic forestry research in 

Sabah. The present Forest Research Centre was formally established in 1974. Research 

activities are focused on core areas of forest biodiversity, silviculture, forest restoration, timber 

utilisation and sustainable forest management.  

 

Today, the Forest Research Centre continues to serve the aims of the Sabah Forestry 

Department through research, innovation, training and partnership with local and international 

organisations. FRC has more than 40 research personnel backed by some 246 staff members in 

Sabah, and it plays its part in forest conservation work, sustainable natural resource 

management and the promotion of forestry knowledge for future generations. 




