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ABSTRACT

Malaysian Communication and Multimedia Commission (MCMC) or Known
as Suruhanjaya Komunikasi dan Multimedia Malaysia (SKMM) is one of the
commission that give a lot of experience to the trainee which is experience in
the organizational itself and outside the organisation in the way to give and
expose trainee best experience during internship. The experience involving of
Management of User training, Record Keeping, Engaging with crowd that
shown in this special project was helping trainee in the industry for future

even will give a lot of knowledge as well as new experience.

Keywords : Malaysian Communication and Multimedia Commission, Record

Keeping, Induction Programme, Websites Development
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CHAPTER 1 : INTRODUCTION



1.1 Background of the Organization

iv.

A\

S NMNM

uruhanjaya Komunikasl dan Multimedia Malays)
alaysian Communications and Multimedia Commission

Figure 1 : Logo Malaysian Communication And Multimedia Commission

The Malaysian Communications and Multimedia Commission (MCMC) or known as
Suruhanjaya Komunikasi dan Multimedia Malaysia (SKMM) is an administrative body and its
key part is the control of the correspondences and media industry in view of the forces
accommodated in the Malaysian Communications and Multimedia Commission Act (1998),
the Communications and Multimedia Act (1998) and the Strategic Trade Act (2010).Pursuant
to these Acts, its part is likewise to actualize and advance the Government's national
arrangement goals for the interchanges and mixed media area. MCMC is likewise accused
of managing the new administrative system for the uniting media communications and
broadcasting ventures and online exercises. In 2001, MCMC's part was extended to
incorporate administering the postal administration segment as per the Postal Services Act

1991 and authorizing of the Certification Authorities under the Digital Signature Act 1997.
The Primary functions of the MCMC are as follows:

Advise the Minister on all matters concerning the national policy objectives for
communications and multimedia activities.

Implement and enforce the provisions of the communications and multimedia law.
Regulate all matters relating to communications and multimedia activities not provided for
in the communications and multimedia law.

Consider and recommend reforms to the communications and multimedia law.



vi.

vii.

viii.

ix.

Supervise and monitor communications and multimedia activities.

Encourage and promote the development of the communications and multimedia
industry.

Encourage and promote self-regulation in the communications and multimedia industry.
Promote and maintain the integrity of all persons licensed or otherwise authorised under
the communications and multimedia industry.

Render assistance in any form to, and to promote co-operation and co-ordination
arhongst, persons engaged in communications and multimedia activities.

Carry out any function under any written law as may be prescribed by the Minister by

notification published in the Gazette.
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2.4 Division and Department Function

Academy MCMC should implement sustainable development initiatives in line with the
strategic thrusts to meet the increasing role of MCMC and the rapid development of the
communications and multimedia industry. The purpose and role of training are to
ensure that all SKMM employees are given the necessary opportunities to develop

their knowledge, skills and competencies to deliver their responsibilities efficiently.

241 Vision

To be recognized as a Centre of Excellence & Reference to support the

Communications & Multimedia Industry.

2.4.2 Mission

To develop competent human capital for SKMM and industry

2.43 Objective

» Ensure that training initiatives can be implemented to meet the needs of the
development of human capital by MCMC and the industry.

» Promote and implement joint programs and research.

» Conduct knowledge management initiative that seeks to improve knowledge

on MCMC and telecommunications and multimedia industry .

12



CHAPTER 3 : INDUSTRIAL

TRAINING ACTIVITIES
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3.1 Training Activities

During internship, trainee has been placed under department of Training
Centre. This department is headed by Mr Tukefli Khazali and assisted by

seven staff.

In the way to make daily task are well recorded, trainee has been provided
logbook in the way to list down all the activity that have been done at the
organization. In the same time, trainee also needed to record their daily
attendance by scanning the card in the morning before works and in the

evening after works. Please refer Appendix to view the punch card.

The tasks that have been given to the trainee are open and are limited to
any specific task. The tasks that have been given are based on the time and

activity, and also due to private and confidential.
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3.1.1 SOP flowchart of Training Application Guidelines.

3.1.1.1 Overview of the Programme
A standard working technique, or SOP, is an arrangement of well ordered
guidelines accumulated by an association to help specialists do routine
operations. SOPs plan to accomplish productivity, quality yield and
consistency of execution, while lessening miscommunication and inability

to agree to industry controls.

One of the training activities that have done by trainee at MCMC is by
Sketching and drawing the flowchart diagram of External Training
Application, In-House proposal, In-House flow form, Overseas external
Training Application, Withdrawal Porcess, and Waiting list Process. Each
of the flow has the owner. As First Trainee Mrs. Stefani A/P Tannyell to
draw the flowchart of External Training Application forms. Next, is proceed
to In-house program flow with Ayesha Ahmad, and for the overseas
external training application flow with Gayathrie woon. Meanwhile, as for
the waiting list and withdrawal process, trainee to produce and give the
idea by drawing the flow diagram. In order to complete this diagram, the
total time taken by the trainee and staff is 5 month. The reason why it took
long time to finish these drawing as there are lot of changes occur in order
to reach and balance same as the current practice by the department. Not
even just drawing the flowchart, the trainee also need to come out with

the narration of each flow to be more detailed and explainable.

15



The process of drawing workflow as shown

Start

l

Reviewing the current process
and discussing with the staff

l

——m Draw and produce the
diagram flow for each

l

Produce the narrations for
each flow.

J,

NO Meeting for
approve

YES
End

This flowchart process are the way of trainee to discuss with the

supervisor on completing the task for flowchart.
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Hereby this is the end result after completing the task for ISO documentation .
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Figure 9 : External Training Application Flow

Figure 10 : In-House Proposal Request Flow
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In-House Training Application via HRConnect
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Figure 11 : In-House Training Application Flow
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: Waiting List Flow
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3.1.2 Management of User Training : Nigerian Communications

Commissions Study Visit.

3.1.2.1 Overview of the programme

The Nigerian Communications Commission (NCC) is the free
administrative expert for the media communications industry in Nigeria.
The NCC was made under Decree number 75 by the Federal Military
Government of Nigeria on 24 November 1992. The NCC was accused of
the obligation of managing the supply of media communications
administrations and offices, advancing rivalry, and setting execution
models for telephone utilities in Nigeria. The Decree has been annulled

and supplanted with the Nigerian Communications Act (NCA) 2003.

For this activities, Trainee had been given chance to help the project
manager in handling the programme along with her. The Project manager
for this programme is Pn Nurul Izza Saaman. This programme is actually
handle by International Affairs Department. As the main goals of the visit
is to gain the knowledge from MCMC, Training Centre department need to
help International Affairs Department to handle this programme. The team
was created between this two departments which is two staff from each
department have to take part. So that, the Head of Department of Training
Centre was nominated Mrs Nurul I1zza and trainee to take part for this

task,

These programme has being going on for 5 days which is started from 3™
April 2017 to 7% April 2017. And the venue is on M206 at MCMC tower1.

Therefore, as before the programmed started, trainee has been given the

19



task as one month before the date in order trainee had enough time to

prepare all the task in order to ensure the programme is handle well.

First of all, the task had been given to the trainee are to prepared the

checklist and remarks the important thing that will be used by during the

programme. Therefore, the checklist prepared as shown in the figure.

Study Visit from Nigerian C
Checkiist for Administrative Matters

Jons Ci

3 - 7 Aprit 2017

(NCC)

Dapartmant (1AD)

TC send proposad programme casting to IAD: 13 March

OSC app

d but no to the

March

pocd 14

z | Programme Agenda Traming Centre {TC)

Tukefli Khazali
Nund 1222

Send proposed programme agenda to IAD: 13 March
*  Send updated programme agends to IAD: 22 Mandh

Sand updatad programme agenda to NCC: 22 March
To forward NCC's reply email ko TC

3 | Programme Vanue TC

Norol 1223

Ervai) cooh

on on room booking for M206: 7 March

[ Date 1
3 Apni

4 Apol

§ Apni

[

M206, Level 2, MCHC Tower 1

6 Aprl

7 Apnl

MCMC Former HQ
i, Forensic Lab (Level 1} *
#.  MyMakers Lab (Ground Floor) *

MCMC Tower 3
= Clozng Ceremeny [H206)

* Proposed Visk/ Activibes

Figure 13 : Checklist for NCC
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Study Visit from Nigerian C K

. c lssion (NCC)

3 ~ 7 April 2017
Checklist for Administrative

NCT Dalegatbeon IAD Norman Razalh

e List of the NCC deiegates a5 at 16 Marcn

1

Mrs. vecunca | Deputy | Leghl »5 Laguizeny :

Aﬁin%:f | Dowszar
2 Mr, Efeza Deputy Corglonce Monitoring ana
Idehan Darwctee Enfsccargnt
E] Durojsive Deputy Consumar ARars
Okeda Dyracter
4 Mrs. Freda Princrpal Liceasng and Authonzaton
Bruce-Bannet | Mansger
5 Enge. Tanwmu | Prinapal | Engaeenng
B3 Manpoer
G Mr. I3t | frincipal | Intarnanon sl affars
|| Galadima Mansger
7 Nr. Isa Umar | Principal | Finance Servces
Mansger
] Mrs. Nsbss SMHC Human Cagicai
Ysman- Developmam
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Figure 14: Checklist for NCC

Study Visit from Nigerian Communications Commission (NCC)
3 - 7 April 2027
Chackiist for Administrative Matters

wWilliam Lee Kwong Hwa
Norman Razok
6 | Vanua Arrangement TC Aiff Daniat * Directional Signage
Suziyana » Backdrop
* Seating Arrangamant
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7 | Logisbe Arrangement TC Al Danial *  For 7 Apnl at noon: from MCMC Former HKQ o MOMC
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1AD Norman Razali | » Others, if requicsd
8 | Emais Invitation TC Wund 1zz2 « Invitation fo spaakiers: 23 March
Ruhazia
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Figure 15 : Checklist for NCC
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As the checklist is created, all the task have been divided into between
this two departments. So that, the staff is aware about their task in order

to ensure the programme is well.

Next, as the task given trainee need help the team in order to designing
the backdrop for opening and closing remarks, preparing the signage ,
preparing the room layout , photos and video during the session is on,

preparing the montage for closing and etc.

As for preparing the backdrop, a few ideas coming and a few design was
implemented. All the design have been showed during team meeting and
a few amendments need to be done based on decision between the Head
of Department and the Project manager. After a few days have
amendments have done then the design for Opening and Closing have

been done and it is accepted as shown in the figure below.

WELCOME TO
MALAYSIAN COMMUNICATIONS
AND MULTIMEDIA COMMISSION
3-7 APRIL 2017 ')

Figure 16 : Backdrop for welcoming NCC delegates
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As the programmed is on. For the first day, trainee is doing the task on
arranging the seats for the Nigerian delegates besides arranging
Converge books, slides, refreshments and etc. on the desk. This is to

make the delegates is comfortable.
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3.1.3

3.1.31

Induction Programme.

Overview of the Activity.

An Induction programme is the process used within many businesses to
welcome new employees to the company and prepare them for their new
role. MCMC induction was divided into two section which is On-boarding
embed with the team building session and the CTPR Programme which is
about the converged telecommunication policy and regulations. The
Onboarding is designed to provide new employees with general process
and practices in MCMC which will be covered by Human Capital
Management Division (HCMCD), Organizational Development
Department (ODD), Finance & Accounts Department (FAD), Property &
Asset Management Department (PAMD), Integrity, Disciplinary and
Special Affairs Department (IDSA), Procurement Division and MCMC

Academy Division.

The Teambuilding promote interaction and include teaming activities with
the aim to bring the participants together as one team, whilst the Study
Visit will act as an exposure to MCMC’s initiatives such as Pusat Internet
1Malaysia (PI1M). Meanwhile as for the CTPR is session that provide the
basic understanding on the Communications & Multimedia Act, others
relevant acts, MCMC roles, the industry, basic network & technologies

and the future regulatory challenges.

3.1.3.2 Objectives of the Activity.

The objectives of the induction programme is to

Provide overall understanding of MCMC and its key roles and

functions.
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Enhance understanding of how MCMC reflect and provide the link of

the new joiner’s role to others in the organization.

Foster strong team-work and camaraderie amongst fellow MCMC

colleagues.

Understand and adapt to organizational culture and environment.

A\  AGENDA INDUCTION PART 1: ONBOARDING 8 TEAMBUILDING

A ASEAY (6-day course)
o800 2900 1020 1100 1230 1400
Day 000 1012 1100 1230 1400 1830
Session with
J Introduction t0 ACHIEVE -
sy 1 e and BCM by Organisationat R
I0/A/NT Development Department Fnanc Accotnd
Competency Development ©oDD) Department (FAD)
(HCMCD)
MIMC Core Value by Intreduction to Fraud and
Day 2 Integrity. Disciplinary and Carruption, Offences and Measures ?Prev:::‘nm and
117472007 Afloirs Department #ts Cansequences E e
[ (IDSA} (0sA)
H f
i 1400 1500
1300 1600
Ouy 3 Doumen by Chief Session with  sesslon with
127472017 Govemment Securi Ookumen (CGSO) and A:mmmd
Oifice {CGSO) Governance Briefing on
Oepartment Team Building
Session
13/0:/’2:‘7 Team BUAldng Activities
14104'/,23-1 Team Building Activities
15/9472:17 Team Bullding Activities Studly Vst to PM1M

Figure 17: Agenda Induction

1520 o 1700 190¢
1600 1700 1730 2200
Session with
Properties and Asset
{PAMD)
z Session with
Procurement Division
1600 2132
200C 2230
Team
Urepm w20 Exlimal vw s Buidcung
Activities

Cmparture T Cyteaniya
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A AGENDA INDUCTION PART 2: CONVERGED TELECOMMUNICATIONS

e POLICY 8: REGULATIONS (CTPR) FOUNDATION (5.0.y course;
A
Doy 0900 - 1030 by 1045 - 1230 §ie 1m0~ 1930 Fond 1545 . 1706
Imm '?“f'w;'w introduction to Communication Natworking of Networks —
Day 7 TeleCommiscations & Mullimedia Act 1996 (CMA Basics of Telecommumications Networking of Networks -
177472087 Reguiation 1998) Topic: History of Basics of Telecommunications
Telecommunication & Topic: Public Celluiar Systems
(+ Indiwiduel A " {+ dvdvichunl Assessrmecrt) Concepts
Networks TWORKS — Notworki Natworks — Networking of Networks -
Deys Bty o Sk ormnbons hetworking of etworks - Sorres o Tokcormonasons Basics o, P{ecommunications
187472017 Topic: The Intesnet and : Basics of Telecommunications “Topics: Optical Fibre Topic: Open Systems
Seoadband Topic: Satetite Communications og:: scations nterconnection Mode!
{OS1] 7 Layer Modet
Networking of Networks - I =l T s_ Bmo”"ehcd o i mpowering Feople - Digi
Day 9 ics of Telec d Basics of Telecommunications Topic: Quakity of Service Literacy and E-Inclusion
1%/4/2017 mfonc ‘.Low Nu°"" 'm‘“m" 3 Topic: Internet of Things . ¥
i AT 2 3T (+ Indiidual Assssement) i e )
Communications and e
Lonsumer Empowerment: " A Digital Future:
Day 10 Consumer Protection Muﬂsrm:; Cmn(tgfv:; jomm A Digitsl Future: Regutatory Challenges
207472017 ysia Regulatory Chatienges
{+ individuai Asssssrnant) {+ Individusl Assessment) (+ Individusl Asmssswnent)
132210117 Muumenr Group Assessment: Group Assighment Group Prasevitation Group Presentation

Figure 18: Agenda Induction

3.1.3.3 Task done by Trainee.

During the induction programme trainee has been given the task to
facilitate the participant that already registered on joining this programme.
And this programme duration was occur within 2 weeks. This induction
programme was held at Internal and External place which is at MCMC
Former HQ and IKWAS at Kluang Johor. As for longboarding and CTPR
session was held at MCMC Former HQ. Meanwhile as for Teambuilding
Session it was held at external venue which is at IKWAS, Kluang Johor.

As for the first day of the programme, the trainee has done the task at
Board Room, MCMC Former HQ. Trainee task was to check all the
computer and Network at the board room in well connected. if there is
issue occur. Trainee contact the maintenance to settle the issue. As

mostly happen was the network connection was hardly configured. The
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network connection is really important as because at the end of each
session the participant need answer the assessment question in order to
test and measure their understanding related to that session. The
programme that used by the Training Centre and trainee is by using the

Open source which is “Kahoot”.

Figure 19: Kahoot

Next task that trainee has done is to ensure the invited speakers able to
come with the latest slides for them to use during their session. It is a
great practice for trainee in order to liaising with the external person from
the department and build the network with other organization. This
session will be repeated along the programme and each session.

Other than that, Food and beverage is important for every programme in
order the participant able to refresh their mind and able to accept what
has delivered by the speakers for them. So that trainee liaise with the
caterer and ensure at the F&B arrive at the break time.

As to keep the moment to be immortal and be able used in future, the

Head of Department assign the trainee to record every each session. By
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using the camcorder Sony and Nikon D7000 trainee has done recording
and capturing the moment during the programme was held.

All the task mention was repeated during the Onboarding session and
CTPR session. As for the teambuilding session is a bit different as it is a
bit challenging as because the programmed held at external venue which
is at IKWAS, Kiuang johor.

Teambuilding session was in the middle of the programme which is was
occur for four days started from Wednesday to Saturday. As the
participant, Trainee, and one staff depart from the Office at the evening
and arrived at the Kiuang Johor on night. The first activity was started
upon arrival. All the activity was conducted by the IKWAS team. What are
the Trainee and staff task is to ensure all the participant able to commit
and safety during the programme held at IKWAS. The result, participant is

in the pink of health as everyday they are.
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3.2 Special Projects

3.2.1. Record Management - Filing And Record Keeping.

3.2.1.1 Project Overview.

As for this Special Project, Trainee has discuss with the Head Of
Department on handling the filing documentation at the department to be
change as what has been analyses by ftrainee, the department is not
following the good storage of filing documentation. The Documentation
was messy and non-standardize. Trainee has proposed to change the
filing documentation before the Internal Audit Department investigate and
check all the files. However, waiting for the approval of my proposal on
changing the style of their filing documentation is taking a lot of time due
to lot of programmes need to handle by the department team untill the
internal Audit department gave a words to change and improved their
fiing documentation system. In-order for that, Head of Department
Training Centre are giving the responsibility as the person in charge on
handling the filing documentation. This filling documentation taking
almost 4 weeks and more due to a full concentraion to the programmes
and the ability of staff in order to gather all the files. The dateline of the
project proposed on 22" of February 2017. However due to delayed, the

approval started on 30" May 2017 and completed on nearly end of June.

3.2.1.2 Problem Statement

As the problem statement for this special project is , the Filing
documentation at the department is not well manage, all the files was
scatterd around , the appraisal process is not beign process, the
labelling is not standardize and etc. so that , with the knowledge of the

trainee had during study, trainee implemented at the department.
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3.2.1.3 Project Objectives and Scopes

The project objectives of the special project is to seek for the
standardiazation, tidyness and to see that all the file is organized well as
their record will me easy to manage in future. This project Scope are
related to the knowledge that already receive by the trainee since study to

the subject classification and filing documentation (IMR ) .

3.2.1.4 User Targets

This project was aimly for the staff of MCMC which under divisional of

MCMC Academy in department of Training Centre.

3.2.1.5 Implementation of Filing Documentation.

As doing the filing documentation, Trainee started it with kick off meeting
on the date 30" May 2017. The kick off meeting agendas is related to the
Filing documentation, the safety is concern by trainee as being advise to
the staff to wear mask and gloves while doing the filing documentation.
This kick off meeting ended with all the staff aware and understand on
what they are going to do during the implemenation filing documentation.

First and Foremost, filing documentation started with gathering all the files
that are related to the training center which is this process is to measure
the values of record that they kept nearby them. The files location was
scattered around which they kept it inside the box, desk, cubicle, locker
and etc. Once, the trainee had the experince on seeking the files as it is
not be founded due to the staff was on leave and that files was under her
supervision. This problem are giving the department to the problem as the
files was needed to be audited by the internal audit. In this case, trainee
and staff are collecting and gathering all the files into one places. This

session is taking a time due to staff was busy with the programmed that
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they have to handle. in order to gather all the files, Trainee have to wait

for them to collect the files.

Figure 21: Files at locker

Second steps taken by Trainee and staff is doing the appraisal of files. Files

founded started form year of 2007 until current year. So, trainee has advise
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them with the three value of records, which is under Active Records, Semi-
Active Records and Non-Active Records. Based on MCMC policies of
record, they have to kept the current records for current 2 years, meanwhile
they will kept the semi-active records at the Record Center which is they
have rented it with Regalia Record Center. On-doing the appraisal process,
the value of record it self also was approved by the Head of Department to
transfer the Files and Record to the Record Center. On transferring all this
files, trainee has completed filling the form provided by regalia for future
retrieval. And the files that need to transfer already pack inside the box

provided by Regalia.

Figure 22: File transfer

Return to active records, as concern by trainee and advises from internal

audit, the department have to change the older files to the new files and
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make a standardization of file classification and labelling. Trainee took this
opportunity by transferring the records to the new files as the older files are
some of it was break and turn to yellowish. As for labelling, trainee created
the standardization of spine and approve by the Head Of Department. As
for the Classification Number, trainee choose the Alphanumerical coding as
what have told alphanumerical can be expand larger due to the record and
files at this department was expanding due time to time. The example for
the classification Coding is Academy-TCD/2017/LHCD001/001 which is
represented Division-Department/year of files/code of files/volume of files.
As code of files, trainee have standardize it with the Learning Management
System (LMS) due to same Programme Code. So as retrieval of file the
data dictionary will be auto generated trough system and kept under

system database.
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Figure 23: Labelling Spine
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Figure 24: Labelling Complete

Next, after completing the labelling process, trainee seek for the storage
for the current files. The problem that they faced is they do not have the
registry, so they will kept the files inside the locker. As requested by Head
of Department, the locker need to be labelled. Trainee took the
opportunities with labelled the locked according the programme subject
which just understand by the department staff in order to protect the

information.
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Figure 25 : Locker Labelling

Lastly, Trainee was conducting a class for them which is trainee explained
more in details what is related to the Record management. Based on trainee
view, the department team was zero knowledge to the record management.
As saying by the Head of Department, “ This is a new legacy brought by
the trainee, which will give a huge impact for housekeeping records and it
is a good establishment with a good effort brought by trainee”( Tukefli
Khazali, 2017). At this class also, Trainee enforce and teach the staff to
open a new files must followed the guidline provided by trainee that already

gave to the two special staff to in charge of filing documentation in future.
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Figure 26- Training Class session

3.2.1.4 Advantaged by Filing Documentation

Day by day, after the filing documentation was done, the files was
organized systematically. Staff able to kept the files on the locker provided
according the programme subject. Even one of staff saying. “ Good Aliff,
Now | able to find and locate file easily with faster” (Nurul izza, 2017). All
the problem occur during before the implementation of filing
documentation able to resolve and it is being implemented by the

department.
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3.3 Class Room Layout ( Subs Project)

3.3.1 Project Overview

On 27" February 2017, trainee had been given task to create or produce
the Class Room Layout as for the department used in the future when
they are conducting training at Head Quarters of MCMC old building. In
this proposal, trainee is planning to have a site visit at old building to have
a view of the room, then trainee will be come out with a specific design

that suits with the physical room area.

Before proceed with the site visit, trainee had been given task by Mrs
Ayesha bt Ahmed to prepare some idea to be used by the Training Centre
department when they are conducting the training session. Trainee then
decides to make a moved by planning a steps to ensure he able to give a
good idea on solving the task given. By planning all of the steps, he
decided to make a first move by doing a site visit. Once the trainee visit
that specific location the trainee notify there are three classroom that can
be merged to be a huge one classroom. Next, trainee also notice the
arrangement of the desk, chair, screen projector and etc. The ability by
viewing the situation and site give the trainee sort of view to draw the
classroom layout. Once, done visiting the site. Trainee started discussing
with the staff on which format is easily for them to used. A few opinions
given. However, as for easier step trainee had to use the Microsoft Words
due to limited access and installation of software make the trainee difficult

to use the Diagram or drawing application software.

3.3.2 Problem Statement

The Classroom Layout that will be used all the standardize format of

arrangement. As before this the training centre does not have the
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standard arrangement or set up of classroom when they are organising
training at their Headquarters. In order to make a standardization of
classroom arrangement. The staff ask the trainee to come out with a few

design of class room setup.

3.3.3 Project Objective

At times it might be outlandish and unfeasible to move the furniture around at
all for some reasons incorporating the way that in some the tables are dashed
to the floor However, regardless of the possibility that the furniture is stable,
recollect that the gathering of people is not, so it can consider how it need to
gathering understudies and how it can utilize the space to have further
bolistering for advantage. This may include utilizing spaces at the front, or
down the side of the classrooms, giving understudies a chance to stand up or
to sit on the tables to do certain exercises. A few contemplations, in a perfect
world the classroom furniture would be light and versatile so it could come in
and rapidly rework it. Tragically, in this present reality it is regularly
substantial and the rooms themselves are too little to roll out excessively
numerous improvements. Having said that it does believe it merits
contemplating the classroom design and doing what it can to make it as
suitable as conceivable to the lesson. Scope of Project of this Class room
layout is created as to make sure that for the next training, Training Centre
department able to arrange physical the class room with the Layout that
created by trainee. This will simplify the task organizer to arrange the

classroom material as they already had a guidance to follow and arrange.

3.3.4 User Target

For the user target, trainee is mainly target to the training centre

department as they are conducting the training for the staff of MCMC. The
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staff from training centre department will used this standard of
arrangement in class as their guidelines to setup the classroom once they
need to conduct the training. For sure they will conduct the training at
least one (1) times per month. Other than that, this class room layout also
will be used by any event organizer that will be using the same classroom
at the HQ building. As saying by the staff “sometimes, the organizer of
certain event will come to our department on asking the classroom layout
on how they setup the classroom arrangement. Unfortunately, Training
Centre department do not manage to help them as they also do not have
the standards layout.”(Staff,2017). So by setting up this layout it will help
the staff from training centre department and also the event organizer on

setting up the classroom for future training.

3.3.5 Tools Used for Development

Due to circumstance, as the trainee have limited access towards
application software, trainee discovered a few open source application
software through online. But it does not meet up the criteria. So, the
trainee has decided to use the Microsoft Office Words 2016 as already
installed by the administrator for the trainee use it. MCMC has already
bought the license from Microsoft Office as that the trainee able to use it
freely. The combination of shapes inside this application will define the

physical furniture to setup the arrangement of the classroom.
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3.3.6

Implementation

Hereby, is the output for class room layout. There were seven (7) plan
layout drew by trainee.

First of all, U-shape model backings both understudy to-understudy
communication and educator to-understudy cooperation. The class
interfaces in a substantial gathering design, however educators have
abundant chance to work with understudies one on one. Courses that

accentuate dialogs and introductions ordinarily work well with this design.
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Figure 27: Classroom U-Shape
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This plan is more to class or training room where applicant or understudy
were seated together in two (2) This style is to coordinate concentrate on
the instructor and disengage understudies so they can concentrate on
what is being educated. The attention is not on having understudies
collaborate, but rather if cooperation does happen and it's not endorsed
by the instructor, it can without much of a stretch be seen and impeded. In
any case, when understudy to understudy collaboration is justified, the
decisions are to have one understudy pivot to another in a similar line-
which is not happy for the understudy pivoting or have the understudies
turn their work area confronting the column alongside them. The
connection with 2 versus 2 is ordinarily between the instructor and
understudy as the understudy tuning in and raising his hand to answer the

teacher's inquiry.
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Figure 28: Classroom layout 2 VS 2
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the physical course of action of work areas in a classroom can
significantly affect understudy conduct. In the customary course of action,
work areas are in straight lines confronting the front of the classroom
where the instructor normally stands or sits, making the best utilization of
classroom space. Here, understudies can't all observe the characteristics
of their colleagues nor can the instructor see the greater part of their

countenances.
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Figure 29: Classroom Layout Room by Room
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This style of plan is just conceivable in bigger rooms and lobbies. Seats are
orchestrated in straight columns to confront the front of the room, generally
with walkways in the middle. The whole room space is ideally used to
present to a substantial number of agents in the meantime. The executive

or chiefs can sit in front to address them.
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Figure 30: Classroom Layout V-Shape
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This classroom layout is suitable for the training who involving discussion as the
particpat will facing each other and expressing their opining with supervising from

trainer. This kinf of plan layout to be used whenever there are conference or

meeting betwwen top level management.
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Figure 31: Classroom Layout Meeting Room



Lastly, as for a round course of action can be adept to encourage the
stream of thoughts, considerations and articulations. Understudies have an
unmistakable perspective of the individual communicating their
suppositions, teachers think that its simple to control the talk and can
likewise persuade inactive understudies to pitch in. Teachers can organize
the seating of understudies in such a way, to the point that the dynamic
individuals are situated beside them and more uninvolved understudies
inverse to them. This can empower the educator to motion to more dynamic
members while giving chances to the others, and licenses foundation of
eye to eye connection with understudies who may require urge to take an

interest.
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Figure 32: Classroom Layout Circle Shape
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3.3.7 Advantage of Classroom Layout

Each instructor likes to orchestrate their classroom design for the biggest
understudy advantage. Understudies need to centre and see what is
happening in the classroom at any given time. Their seating game plan
can help or frustrate an understudies learning. Albeit no immaculate
course of action exists for all circumstances, a classrooms format may
need to change in view of what an understudy needs are and how the
class material is being introduced. It is essential for an educator to build
up a classroom structure from the principal session and adjust
appropriately to encourage addresses, advance talks, empower bunch
exercises, or take care of any behavioural issues. Keeping a classroom
spurred and all together is more than attempting diverse showing styles
and strategies. By just revising how the work areas in the room are setup,
you can gain better power of your class as well as make an open and

agreeable classroom condition.
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3.4 Interactive Guideline / User manual .

3.4.1 Project Overview.

3.4.2

3.4.3

This project was purposed by trainee as because the user manual does
not exist for the training application for external and in-house. Therefore,
trainee purposed this project to the supervisors as this project will simplify
the task for guiding the end-user to apply the training application.
Therefore, this project was the beginning project that trainee started
during the internship programme at the organization. Duration taken by
trainee on completing the interactive guideline is nearly 1 months. This
project was started on 8" March 2017 and this project was finished on
30" March 2017. This project gave challenge to the trainee as trainee
need to understand the flow and understand what need to be filled in the
guidelines. If the guidelines is wrong then the end result will also turn to
worse result. In order to complete this , trainee was helped by a few staff
who is expert on this. In the end, there are four (4) interactive guidelines
created by trainee and being published by the department inside their

intranet.

Problem Statement.

The staff at the training centre was complained that they received lot of
calls and emails regarding on how to apply the the training application.
Even some of the training application is not standardize with wrong

information needed.

Project Objective and Scope.

This project was developed to enhance the productivity of department
task. By developing this the task will be delivered easily guide the end-
user to apply the application for external training and in-house training.
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3.4.4

3.4.5

This project also tend to interact the user by using creativity to let the end-
user. This project scope is to delivering the right information with the right

medium and related to the subject of electronic publishing.

Target User.

As for this project, trainee aimyl to target the end-user which is the staff of
MCMC who are interested and needed to apply training. Therefore, this
project also a started point for the department to evolving the interactive

guideline for future.

Tools to use for development

As normally the tools to use the electronic publishing, trainee are using
the MAC book Laptop by using the Prezis software. Prezi is a web-based
tool for creating presentations. it's similar to other presentation software
like Microsoft PowerPoint, but it offers some unique features that make it
a good alternative. In recent years, it has become popular in schools and
businesses. If to create a presentation that's a bit more eye-catching and
engaging. Most sorts of presentation medium is utilize a slide-based
approach, where move forward and backward between singular slides,
sort of like pages in a book. Prezi, nonetheless, utilizes a canvas-based
approach. Rather than utilizing slides, Prezi has one extensive canvas
that your introduction moves around on, zooming in and out to see
different frames. This idea is considerably less demanding to portray with
a visual guide. Essentially select Start Prezi, at that point utilize the bolts
at the base to explore through the introduction. Another reason why the
trainee used the prezi was, trainee was advise by supervisor to make it

interactive with the simplest software.
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3.46 Methodology

As mention before there are four (4) guidelines need to developed by the
trainee. Therefore, the first method has done by trainee is by studying the
External Application Form. By studying the form trainee, will have the the
flow of doing the guidelines, despite this study also helped trainee to draw
the flowchart. Once study, trainee planning to cut the form into the
section. By section it is easily to be updated and retrieve. Therefore, the
training application forms that are on softcopy form being spitted into the
sections. This method also was repeated for another three guidelines but
the differences was for the In-House training applicétion was using
Leamning Management System (LMS). Therefore, below are the

interactive guidelines develop by trainee.

Guideline
for

External Training Application
Forms

Figure 33: Guideline for External Training Application Forms
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As for next Training guidelines developed by trainee is related to the view training
history on the Learning Management System (LMS). This guideline will helped
the end-user to view their last status of training, which they are compulsory to
have at least three (3) training per year which is completed by 7 days. So in view
their training, they will use this guidelines to view how they will seek the
information related to their training history. Below are the main interface for this

guidelines.

NATIARTE Yow A
MY TRAINING HISTORY =
b HACONECT

How To View My Traiing History

Figure 34 : Guidelines for How To View My Training History
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Next are the guidelines for the staff to give the feedback related to the training
attended. All training attended by staff must be evaluate in order to performs
better in future. Therefore, the department was using the Learning Management
System (LMS) on receiving the feedback from the staff. This evaluation is mostly
needed as know for training needs analysis. All their performance will be
improves as their clients are MCMC staff. So, in doing this evaluation by using
system, Trainee was come out this interactive guidelines. Below was the main

interface for the guidelines.

Training Evaluation
Guideline

Figure 34 : Guidelines for Training Evaluation
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Lastly, the guidelines developed by the trainee was about to guide the end-user
to view the training updates. As new upcoming training provided by training
centre, the staff from training center will update the training through their system.
The system will acknowledge the MCMC staff towards the new training available.
In order to view this training, the MCMC staff will used this guidelines to view the

available training.

IN-HOUSE TRAINING GUIDELINES
Stap lo view available training
programmes online

Figure 35 :Guidelines for Training View
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As for the full version of all interactive guidelines, it will be slotted at the
appendices to be viewed as what has been produced by the trainee.
Luckily, before internship programme by trainee finished, the department

has using his work done and published it inside the intranet.

Surnhamoye Komamikasy Dan Mudfimedis Malaygsia

MCMC Academy
Trakning Information et

. SRMM IT Lab Terms of Use

Academy Forms

Figure 36:SKMM Intranet
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Figure 37: Interactive guidelines published at the Intranet SKMM

3.4.7 Advantage of Project.
Based on view from this interactive guidelines it was solve the problems
occur at Training Centre department which is all staff today was using this
guidelines as for them to apply the training application. Despites on this,
incoming calls and email receives related to this was declined. By this
also, Staff at Training Centre was guided very well and uncommon
mistakes able to improve. As stated by Head Of Department, “ The more
interactive the guidelines would be good, less wordy but more interaction.”

( Tukefli Khazali, 2017).
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3.5 Websites / Portal Development.

3.5.1 Project Overview.

As an intern at MCMC organisation, it is a compulsory for trainee to
developed one project that will be used by MCMC as known as KIK
project. KIK is mean “Kerja Inovasi Kreatif” or mostly knows as creative
innovation project. Trainee was given the guidelines and choices to
choose whether to developed Websites, or Video montage. As the trainee
who have the knowledge on developing the websites, trainee was
choosing to develop the websites. The timeline was given to trainee is
until two (2) weeks before the end of the internship programme as the
trainee have to present their project to the Head of Human Resources.
The date for presentation was on 20™june 2017. As saying by staff from
Human Resources department, “ Your idea was brilliant, it is something
different rather that others candidates. We will doing some amendments
on your project that will be published soon.”(Ima,2017). This websites
project as known as Smart Community of MCMC portal suits with one of
the programme organised by the MCMC which all the information of this
portal is related to the that programmed. The idea was inspired after a few
discussion by MCMC staff as they are lacking of medium to promote the

“Smart Community”.
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3.5.2 Problem statements

This project was developed as the staff has difficulty on promoting the
programmed of smart community among Malaysian users. The users is
mainly for the non-rural area which are promoting them related to the

world on Internet of Thing (I0T).

3.5.3 Project Objective and Scopes

The objectives of this websites is to promote the smart community
through internet portal as Malaysian user able to use it everywhere. This
also will acknowledge what is MCMC function towards the community.
The usage of Websites is under scope of subject that learnt by trainee

during studies.

3.5.4 User Targets.

Target for the Smart communities was the Malaysian community who
lived at Rural and Non-rural area. So was this websites was mainly to
promote the the smart communities project, it was targeted Malaysian
community. However, this websites will be filtered and improved by the
professionals at MCMC. As trainee target was MCMC professional

websites and Malaysian Community.

3.5.5 Tools to used for Development.

When we talked about tools, the are lot of tool used on developing this
websites. The websites is containing the set of multimedia medium, it
contain images, videos, text, sound, and animation. Therefore, the
hardware used by the trainee was a Dell computer which completed with
the graphic cards for the best viewed. Other than that it also was helped

by MAC book belongs to trainee in order to created an interactive media.
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Meanwhile, as for the software used by trainee was Adobe complete set
which contain Photoshop, lllustrator and etc.a As for the programming
language used by trainee was Hypertext Markup Langguage, HTML and
support by bootstrap function to make the website to be more interactive.

The bootstrap function is something new learnt by trainee.

3.5.6 Methodology.

As learnt from passed year, trainee used the WDLC methodology, which
known as Websites Development Life Cycle. This WDLC method will
simplyfy task for trainee in order to completing the websites. This Method
was contain Planning, Analysis, Design, Implementation and Maintaince
phases. This phases will guide trainee in order to complete the websites.
Therefore, in this section trainee will elaborate the point based of WDLC

method.

Started with planning phases, what have done by trainee was selecting
the medium. Which given by Human Resources on KIK project whether to
pick websites or video. Trainee was selecting websites due to his
knowledge. Trainee was planning to used the smart community concept
as the medium on promoting the smart community project. In certain
days, trainee also make a few discussion with the MCMC staff in order to
used this topic as the medium for trainee project. As deals with the staff
trainee was confident to create a websites. By this planning phases,
trainee has a guide to developed this websites which is the content must

be related to the MCMC and Smart Community.

Second phases that trainee faced is Analysis phases. These phases

required trainee to do an analysis regarding the content of the phases.
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These content must be analyzes due to avoid the misleading information
of smart community. The information was gathered through a few talks
with the staff and MCMC websites. These phases was guide trainee what
to be put and what are going to delivered to the community. This phases
also required trainee to analyse what are good programming language to
be used by trainee as it will easily updated in future. This phases also
eliminate the unnecessary information provided by the smart community
team in order to interact community to getting know about MCMC and
Smart Community. This actions was take almost a week as to gather all

the information by various sources was taken lot of time.

Next phases was Design Phases, These design phases is based on
trainee view. As trainee was emphasise his position as community what is
interact him to viewed these websites. As the design phases are using
Hypertext Markup Language, HTML there a lot of free template
downloaded through open sources. By helped from bootstrap function this
websites are more interactive. Trainee started sketch the story board by
draw at a piece of paper and based the information gather from previous
phases. These phases also required trainee to complete all the media that
will be used inside the websites. Therefore, the interface for the websites

was selected.

Once designing phases was completed, it is time for the Implementation
phases. The implementation phases was hardest phases as this phases
required trainee to decode all the functions and information to put inside
the websites. By combining all the media prepared inside on websites,

this implementation phases was completed as shown as below.
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Figure 38:Home Interface

Welcome to Smart
Community

Figure 39: Smart Community About
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Once the websites was completed, trainee was presented it to the Human
Resources Department as his KIK project. It was an honoured when
this project will be used by MCMC and will be maintained under

professional supervision from MCMC staff.

Lastly, the maintenance phases will be maintained by the professional
staff at the MCMC. All the metadata files has to submitted to the Human

Resources as this files be transferred to the Professional staff at MCMC.
4 3.5.8 Advantages of this project.

As for the advantage of this project is to help the community to have a
view and information related to the Smart Community. All the information
for the smart community will be kept and update through this medium. |t is
also gave the smart community team a medium for them to share their

activities related to the smart community.
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CHAPTER 4 :CONCLUSION
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4.1 Application of knowledge, skills and experience in undertaking the task

(Knowledge gained).
Trainee had been trained at the Malaysian Communication and Multimedia
Commission, Cyberjaya starting from 15 February until 30® June 2017
which is about 5 months. Trainee had been placed under Training Centre
department as to learn and gained more experience in the working
lifestyle, computer, system, records, related subject. Amid temporary job,
there are a great deal of information, aptitudes and experience that have
picked up via learner. Work involvement and working environment
aptitudes that have picked up via student will ready to approach work
encounter deliberately as to pick up the greatest favourable position and
advantage particularly with regards to apply for employments. Regardless
of whether it is a formal position either easygoing occupation, the way to
get the best out of any work encounter are by separate the most extreme
taking in an incentive from what leamner had done at the industrial

organization.

4.1.1Filing Documentation

Apart from that, during internship at MCMC, trainee had gained
knowledge, skills and experience in the record management which is
filing. Trainee able to strength the experience in the record management
and in the subject Classification and Filing System (IMR 504). Trainee
also able to refresh all the knowledge that trainee have learnt during
Diploma in information management including trainee minor subject. The
trainee able to create a classification number for filing based on guidelines

given by National Archive Malaysia.
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4.1.2 Interactive Guidelines and User Manual

During internship at MCMC, trainee had enhance the abilities in the
multimedia where trainee had make an interactive guidelines for Training
applications. This interactive guidelines has been made as one of the
material that can be utilized by MCMC staff as to know all the more with
respect to preparing application. The interactive guidelines will ready to
interface user with stimulation. The Program is identified with the subject
Information System interaction and Consultation (IMS 556) where trainee
need to guarantee the user was in the best approach to more

comprehend on the training that have been issued.

4.1.3 Physical Plan Layout

As for Physical Plan Layout, Trainee able to applied knowledge learn
related to subject Data Centre operational and Services (IMS605) where
trainee need to draw every single spaces including to re-arrange the
furniture and material inside the class. This gained trainee the technical

skill in arranging the furniture according to suitable needs.

4.1.4 Websites or Portal Development.

Another sub project done by trainee was developing websites and Portal.
This knowledge was applied through learning on subject Advance Web
design and Content Management.( IMS 607). This websites was using the
Hypertext Markup Language, HTML and supported by bootstrap for
specific function. This websites build as for delivering the information
widely. The technical skill was important on completing this websites

development.
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4. 2 Personal Thoughts and Opinion.

4.2.1 Real Working Lifestyle.

4.2.2

Once on internship position at MCMC, trainee had picked up encounter
which is can feel the real life working condition. At this is the place, trainee
had been offered opportunity to give thought and utilize imagination to
take care of issue. For instance, trainee were given a shot on building up
the interactive guidelines for application form and distributed to the staff.
Because of this situation, trainee will picked up encounter the real life
style working condition. In a similar time, trainee likewise need to punch
card as per a foreordained time which is as per the working hours. In a
similar time, learner needs to wear office clothing and additionally it will
make trainee more train and involvement in the workplace. At the MCMC,
trainee will have the capacity to learn information through commonsense
and all the more genuine thought about when in the college where learner

learn learning through perusing.

Gain New Information And Experience

Other than that, amid internship at MCMC. Trainee had picked up knew
information and experience that have never picked up. trainee had
increased new information and experience, for example, trainee goes to
5G advancement Centre at UTHM, Kuala Lumpur. At there, trainee had
been picked up involvement to know the circumstance of building up the
5G association, all things considered. In a similar time, trainee additionally
includes to taking care of international worldwide event, whereby, trainee

need to deal with delegates from Nigeria amid their study visit at MCMC.
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4.24

Improve correspondence and social connection abilities

Internship position at MCMC had given a considerable measure of
favourable position to the student itself. One of the points of interest is
student ready to enhance correspondence and social collaboration
abilities. This is on account of. During internship, trainee had
understanding to have a superior talking and correspondence with
outsiders. For instance, trainee were put at Training Centre where the
department errand for preparing Centre was to deal with the staff.
Because of this situation, Trainee wills capable have a superior talking
and relational abilities with untouchables. Aside from that, trainee had
been offered opportunity to take after staff, to joining the instructional
courses at MCMC, Instance of this, trainee will be uncover and will ready
to have a superior aptitude. Other than that, trainee needs to
communicate in English with the remote parties. In a similar time, student

will have the capacity to enhance relational abilities particularly in English.

Skills able to asses on Track

First of all the knowledge, skills and experience that have gained by
trainee is, trainee’s skill will be able to assess In this statement, it is
means as when trainee is doing work or task, supervisor industrial training
which is Mrs. Ayesha Ahmed will assess trainee performance on an on-
going basis. This is where, trainee need ask for feedback from supervisor
industrial training on how the trainee works are doing. By this scenario,
trainee will able to know what is trainee superiority and deficit. For
example, trainee will able to know on how to make user manual for
Learning Management System (LMIS). From this case, industrial

supervisor will check and ask trainee to make correction if there are any

. mistake take occur. For trainee, they will able to expose their skills to
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make user manual which is had been learn in the subject Information
System Interaction & Consultation (IMS 556) and System Analysis in

Information Management 2 (IMS 655).
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4.3 Lesson learnt

431

4.3.2

During at MCMC, there are a great deal of lesson learnt that have picked
up by the trainee. The lesson learnt that Have picked up by trainee are
manufacture quality and collaboration, enhance trainee innovativeness
abilties and sharing thoughts, and increase awareness of other's

expectations and great work propensities.

Build quality and collaboration soul

Trainee had picked up lesson which is manufacture quality and
cooperation . This lesson learnt can be picked up particularly when
trainee help the staff on masterminding the development of candidate on
workshop . Through this movement, the works turn out to be quicker,
proficient and viable thought about do alone. Other than that, cooperation
soul likewise had been picked up by trainee during team building session
at intan Kampus Wilayah Selatan for Induction Program where trainee
needed to do parcel of exercises with the staff from other division.
Because of this situation, it make learner picked up quality and

cooperation amongst trainee and staff MCMC.

Improve learner imagination abilities and sharing thoughts

Innovativeness can be distinguishing as the demonstration of turning new
and creative energy thoughts move toward becoming reality. Imagination
additionally can be recognising as the capacity to see the world into new
ways. During Internship, Trainee can enhance their imagination aptitudes
and sharing thoughts. For instance, trainee chooses to make sites on
helping the Smart Community Project in order to delivering the

information.
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4.3.3 Increase awareness of other's expectations and great work

propensities

Obligation can be characterized as specialist on somebody and to have
obligation to make specific things are finished. Duty and great work
propensities has been imparted in the learner mind all through temporary
job. For instance, trainee has been offered undertaking to deal with
policies and strategies of department which is on building up the I1SO
documentation. Other than that, trainee likewise ready to build awareness
of other's expectations and great work propensities as trainee need to

perform work at a foreordained time.
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4.4 Limitation and Recommendations.

Industrial training at MCMC gives less shortcoming and confinements
contrasted with the favourable circumstances that have learnt by trainee.
In the best approach to keep the confinements turn out to be more

terrible, there are proposals that ought to be recommended

4.4.1 Limitation

The limitations occur during industrial training at MCMC are Lack of staff
who literate in ICT, Limited Access to trainee, Lack of systematic, and

Lack of communication with ICT department.

4.4.2 Lack of Staff who literate in ICT.

4.4.3

At training centre, the staff study background was not on ICT. Most of
them are from Finance, Languages and Management. Every task at
training centre were delivered by ICT especially through e-mail. So,
whenever there are problems occur regarding ICT. They will facing with
difficulty on solving the problems. As example, they do not have system
specialist until they are outsourcing their system worth 3.5 million ringgit
malaysia turns to ashes as the system is not fully function and corrupted.
Other than that, when it comes to hardware failure, they are required to
contact with ICT department on solving their problem. However, while
waiting for the technician it is taking lot of times. Their workload will

increases due to time.

Limited Access to Trainee.

Access to certain things regarding completing the task was needed by
every human. In this cases, trainee access were limited. As example,

Trainee laptop were locked. However, the trainee need to mobilize the
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44.4

laptop to external places due to training were not organized at the office.
When ever it comes to training sessions, meeting department, trainee
having difficulty on mobilizing the laptop. Other than that, MCMC
organization tower have plenty of parking spaces. However, trainee are
not allowed to park their transport at tower. Therefore, trainee need to
park their transport far from tower. It gave trainee difficulty even though

parking spaces were not occupied.

Task are not systematic.

Time management and organizing department has to be systematic.
However, what can be supervise here training centre task were given
randomly without considerate staff workload. As mostly, there are lot of
ad-hoc programmed need to handle in limited of times. Other than that, all
the files and document at the department were not organized
systematically and scattered around. This limitation will induced the

growth of department.

4.4.5 Lack communication on liaising with ICT department.

ICT department were organizing all the IT hardware and software at
MCMC. All problems occur will solve by them. However, on solving the
problems it is a bit delayed due to communication between department
were not good due to ICT department was situated on level two (2)
meanwhile Training Centre at level ten (10). Even they were on the same
building, the communication between them were hardly to reachable as
ICT department always busy encountering problems from others
department mostly involving third parties company. The skills and

knowledge regarding ICT were limited and hardly to reachable.
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4.5 Recommendation.

4.5.1

4.5.2

In the way to make Training Centre become more effective and efficient,
there are a few recommendations that can be suggested. The
recommendation by trainee are Hiring Staff from ICT background study,

Consideration for trainee access, improving management skills.

Hiring staff from ICT background study.

in the best approach to tackle the issue which is lack of staff of
Information and Communication Technology (ICT), the recommendation
is by employ more staff who educated in ICT. It is expected to procure
more staff particularly who is master in Information and Communication
Technology (ICT). By employ more staff, it will ready to lessen the time
taken to settle if something is harm. By this situation, the time taken to
settle if there is any harm that happen might be diminish. In a similar time,
the rate of the ICT material, for example, PC, printer and scanner will be
low as though there is many staff that is employed in the Information and
Communication Technology (ICT) Unit. This is on the grounds that, the

staff will have the capacity to do intermittent support.

Consideration for Trainee access.

As trainee access is important for trainee on completing task, it is a
recommended for the management to be considered for the trainee
access. This is due to trainee is solving and completing the task for the
organization. Other than that, they can implement an agreement for
trainee in order to secure their property. Easy to access for the property
will be beneficial in order for the trainee completing the task within the

time frames.
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4.5.3 Improving Management Skills.

Skill on managing the management is very important in order to be
systematic and organized. Therefore, trainee are recommending the for
the department on improving the management skills. Things and tasks
able to organized well, even they can practice to have accurate time
management and delivering task according the time given. The workload
for staff can be decreased and if there are ad-hoc task they able to

complete faster.
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APPENDICES A:
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INDUSTRIAL TRAINING STUDENT’S CHECKLIST
Student's Name  :.RAIEE. PARIAL. B AMEAN Sy HAIM|
Student's Id e 21 I AAAS 1< I (R
Unit / Department : .....cccccccirccnniensmeaseresetarasanscsnesssaceresssasansansan
Organization H A M i e e A e S
Semester : Mac - July 2017

NO.

DESCRIPTION APPENDICES | TICK DATE
INREPORT | (V)

Receive, read and understand the documents; 28/12/16
. Industrial Training Handbook

. IMC690 Assessment 10-14/7/2017

. Definition of Special Project (IM225/245 Only)

. Insurance Letter (UiTM)

. Industrial Training Report Overall Contents

. Cover & Title Page Guideline

. Declaration Guideline

O[NP [N =

. Abstract Guideline

Receive, read and understand the rubrics;
1. Rubric — Industrial Evaluation

2. Rubric - Individual Presentation

3. Rubric - Industrial Training Report (Overall)

4. Rubric - Industrial Training Report (Reflection
Assessment)

Receive, read and understand all the forms

Report duty to organization and submit report duty
form to the Industrial Training Coordinator (‘Borang
Report Duty’) within the first week of internship 1-10/2/2017
Email : nurul1217@kelantan.uitm.edu.my OR

Fax : 09-9762156 — HEA (please put a note : “U.P :
Puan Nurulannisa Binti Abdultah”)

Understand that students are NOT ALLOWED to YES
take any leave during internship, unless for (MC / Letter)
emergency leave / MC / special case (not more
than 6 days in 5 months); or else the internship
status is automatically FAIL. Get the permission
from Organizational Supervisor before taking any
leave.

**Any extra leave provided by organization is not
counted under this clause. Organization may
provide extra leave / benefits to students, if
necessary*™*

Understand that NO semester break during
internship.

Understand that public holidays/special
leaves/weekend are different between states;
follow current state during internship /




may only be done by the Organizational Supervisor
& Faculty Supervisor.

20.

Submit the evaluation form (Rubric — Industrial
Evaluation) to Industrial Training Coordinator OR
Faculty Supervisor within the last week of
internship

21.

Attend the presentation (viva) at the faculty
*subject to change. Bring along the evaluation form
(‘Borang Penilaian Pelajar’) during the
presentation.

22,

Submit the Industrial Training Report (hard cover
bind, dark blue)

23.

Provide a softcopy of Industrial Training Report in
a CD, sealed in an envelope nicely, and attached
at the back of the report.

YES

BEFORE / ON
30/6/2017

10-14/7/2017

10-14/7/2017

24.

Attach this checklist in Appendices section.

YES

25.

Attach any other necessary documents which
related to your tasks in Appendices section (i.e. :
user manual, photos of activities, forms, skeiches
of storyboard, sample of interface, etc.).

YES

NOTES :

1. Organizational Supervisor — supervisor assigned by the industry / organization.
2. Faculty Supervisor — supervisor (lecturer) assigned by the faculty / campus, of which
students come from. (i.e.: A facuity supervisor from Kelantan campus will be

assigned for students from Kelantan campus).

3. Visiting Supervisor — supervisor (lecturer / staff) assigned by the faculty / campus,
from the nearest campus/state to the organization. (i.e.: A visiting supervisor from
Shah Alam will be assigned for students who undergo the internship in Selangor /

Kuala Lumpur).




APPENDICES B:

ATTENDANCE

RECORDS



c P Disclainer o Wovkef B SEIIUAT TS 2 SO
MCMC

‘ Daily Attendance Report

Printed : 20/06/2017 2:15:36 PM

TMS Module

Viewing ALIFF DANIAL AMRAN (2299090041) from 01/02/2017 till 28/02/2017

Work |L.In E Out
Date IN MLO  MLI ouT OTI  OTO OT (Hr) (hr) | (min) | (min) |Inc
INTERNSHIP TRINEE ALIFF DANEXZ-AMRAN (2299090041)
01/02/2017 [Absent] 0:00 0:00 0:00 0:00
02/02/2017 [Absent] 0:00 0:00 0:00 0:00
03/02/2017 [Absent] 0:00 0:00 0:00 0:00
04/02/2017 | [Rest Day] 0:00 0:00 0:00 0:00
05/02/2017 [Rest Dayl 0:00 0:00 0:00 0:00
06/02/2017 [Absent] 0:00 0:00| 0:00 0:00
07/02/2017 [Absent] 0:00 0:00 0:00 0:00
08/02/2017 [Absent] 0:00 0:00 0:00 0:00
09/02/2017 [Absent] 0:00 0:00 0:00 0:00
10/02/2017 [Absent] 0:00 0:00 0:00 0:00
11/02/2017 [Rest Dayl 0:00 0:00 0:00 0:00
12/02/2017 [Rest Dayl 0:00 0:00 0:00 0:00
13/02/2017 [Absent] 0:00 0:00 0:00 0:00
14/02/2017 [Absent] 0:00 0:00| 0:00 0:00
15/02/2617 11:31 12:30 13:23 17:48 0:00 5:17 3:31 0:00
16/02/2017 08:12 12:58 13:11 17:57 0:00 8:45 0:12 0:00
17/02/2017 [Absent] mew“e"\. Wolg on Wee end 0:00 0:00/ 0:00| 0:00
18/02/2017 [Rest Dayl )51; 0:00 0:00 0:00 0:00
19/02/2017 [Rest Day] Deputy Direct('):ru 0:00 0:00| 0:00 0:00
20/02/2017 | [Absent] “Q/P\a&mem\,w«)&nd. 0:00 0:00| 0:00| 0:00
21/02/2017 [Absent] ROplosmet wo on weekend 0:00 0:00| 0:00| 0:00
22/02/2017 [Absent] M‘p\»ﬂtﬂ“ﬁ(\‘\’ Wo‘k o W‘eeteﬂd, 0:00 0:00 0:00 0:00
23/02/2017 08:03 12:41 18:00 0:00 8:57 0:03 0:00
24/02/2017 08:06 12:30 17:41 0:00 8:35| 0:06 0:00
25/02/2017 [Rest Day] 0:00 0:00 0:00 0:00
26/02/2017 [Rest Dayl 0:00 0:00| 0:00 0:00
27/02/2017 08:30 12:37 13:24 22:05 0:00 12:35 0:30 0:00
28/02/2017 08:13 13:22 18:17 0:00 9:04 0:13 0:00
SUMMARY Overtime (Hr)
Absent | Work | INC |Late In: Early Out | ANL | MDL | NPL | Otherl |Late In (Hr)| Early Out (Hr) ' Normal Rest  Holiday | Work (Hr)
28 12 0 12 | 0 0.0 0.0 | 0.0 0.0 9:10 0:00 0.00 0.00 0.00 106.43
INC=Incomplete ANL=Annual Leave MDL=Medical Leave NPL=No Pay Leave Otherl.=Other Paid Leaves *= Manually Edited By,User
AYESHA AHMED
Prepared by: Checked by: Approved by: De;_)u_t ¥ Birgctor
MCMC Academy

Page: 1
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MCMC

TMS Module Daily Attendance Report Printed : 20/06/2017 2:16:11 PM
Viewing ALIFF DANIAL AMRAN (2299090041) from 01/03/2017 till 31/03/2017

‘ Work |L.In |E Out
Date IN MLO  MLI ouT OTI  OTO OT (Hr) (hr) | (min) | (min) | IR
INTERNSHIP TRINEE ALTIFF DANIAL AMRAN (22990380041)
01/03/2017 08:23 12:30 13:33 17:47 0:00 8:24 0:23 0:00
02/03/2017 08:20 13:46 17:43 0:00 8:23 0:20 0:00
03/03/2017 08:14 12:32 18:27 0:00 9:13 0:14 0:00
04/03/2017 [Rest Dayl 0:00 0:00 0:00 0:00
05/03/2017 [Rest Dayl 0:00 0:00 0:00 0:00
06/03/2017 08:25 12:32 13:24 17:49 0:00 8:24 0:25 0:00
07/03/2017 09:35 12:34 17:44 0:00 7:09 1:35 0:00
08/03/2017 08:30 12:10 17:34 0:00 8:04 0:30 0:00
09/03/2017 08:29 12:32 17:43 0:00 8:14 0:29 0:00
10/03/2017 08:31 12:32 17:38 0:00 8:07 0:31 0:00
11/03/2017 [Rest Dayl] 0:00 0:00 0:00 0:00
12/03/2017 [Rest Dayl 0:00 0:00 0:00 0:00
13/03/2017 08:12 18:15 0:00 9:03 0:12 0:00
14/03/2017 08:22 12:36 17:30 0:00 8:08 0:22 0:00
15/03/2017 08:18 13:43 17:41 0:00 8:23 0:18 0:00
16/03/2017 08:23 17:56 0:00 8:33 0:23 0:00
17/03/2017 08:24 12:14 18:03 0:00 8:38 0:24 0:00
18/03/2017 [Rest Day] 0:00 0:00 0:00 0:00
19/03/2017 [Rest Day] 0:00 0:00 0:00 0:00
20/03/2017 08:27 13:43 17:45 0:00 8:18 0:27 0:00
21/03/2017 08:23 12:29 13:20 17:39 0:00 8:16| 0:23 0:00
22/03/2017 | 08:23 12:30 17:11 0:00 7:48 0:23 0:00
23/03/2017 08:20 12:30 13:43 17:43 0:00 8:23 0:20 0:00
24/03/2017 08:27 12:31 17:33 0:00 8:06 0:27 0:00
25/03/2017 [Rest Day] 0:00 0:00 0:00 0:00
26/03/2017 [Rest Dayl] 0:00 0:00 0:00 0:00
27/03/2017 08:17 12:37 13:31 17:35 0:00 8:18 0:17 0:00
28/03/2017 08:20 12:05 17:54 0:00 8:34 0:20 0:00
29/03/2017 [Absent] M%WL Leuve 0:00 0:00 0:00 0:00
30/03/2017 08:22 13:39 16:48 0:00 7:26 0:22 0:12
31/03/2017 08:29 10:23 0:00 0:54 0:29 6:37

SUMMARY Overtime (Hr)
Absent | Work |INC  |Late In!Early Out | ANL | MDL |NPL |OtherL [Late In (Hr)| Early Out (Hr) Normal — Rest Holiday | Work (Hr)
[

2 44 0 44 | 4 0.0 I 00| 00 0.0 19:08 13:38 0.00 0.00 0.00 | 349.57

INC=Incomplete ANL=Annual Leave MDL=Medical Leave NPL=No Pay Leave OtherL=Other Paid Leaves *= Manually Editeg)By User
a

AYESHAAHMED

Prepared by: Checked by: Approved by: Depu‘ty Director

e
MCMC Academy
Page: 1



MCMC

| i Report oy - o
TMS Module Daily Attendance Repo Printed : 20/06/2017 2:18:07 PM,
Viewing ALIFF DANIAL AMRAN (2299090041) from 01/04/2017 till 30/04/2017

Work |[L.In |E Out
Date IN MLO MLIT ouUT OTI oTO OT (Hr) (hr) | (min) | (min) | INC
INTERNSHIP TRINEE ALIFF DANIAL AMRAN (2299090041)
01/04/2017 [Rest Dayl 0:00 0:00 0:00 0:00
02/04/2017 21:57 [Rest Day] 0:00 0:00 0:00 0:00 Y
03/04/2017 [Absent] Meé%ml Leave 0:00 0:00 0:00 0:00
04/04/2017 [Absent] /7 0:00 0:00 0:00 0:00
05/04/2017 07:54 13:15 17:23 0:00 8:29 0:00 0:00
06/04/2017 08:24 17:29 0:00 8:05 0:24 0:00
07/04/2017 07:48 12:28 12:28 0:00 3:40 0:00 4:32
08/04/2017 [Rest Dayl 0:00 0:00 0:00 0:00
09/04/2017 [Rest Dayl 0:00 0:00 0:00 0:00
10/04/2017 08:24 12:35 13:25 17:44 0:00 8:20 0:24 0:00
11/04/2017 08:25 12:55 13:17 17:55 0:00 8:30 0:25 0:00
12/04/2017 08:23 12:37 16:46 y 0:00 7:23 0:23 0:14
13/04/2017 [Absent] O\.\'\'QJ[C\’hO“ %; 0:00 0:00| 0:00 0:00
14/04/2017 [Absent] out Stephon A;anutv DirectorD 0:00 0:00/ 0:00] 0:00
15/04/2017 [Rest Dayl oWk dahon Training Centreu 0:00 0:00| 0:00 0:00
16/04/2017 [Rest Day] ouwt S\O‘hon 0:00 0:00 0:00 0:00
17/04/2017 08:18 12:31 17:53 0:00 8:35 0:18 0:00
18/04/2017 08:12 17:46 0:00 8:34 0:12 0:00
19/04/2017 08:20 12:57 17:30 0:00 8:10 0:20 0:00
20/04/2017 08:19 12:44 17:59 0:00 8:40 0:19 0:00
21/04/2017 08:20 17:58 0:00 8:38 0:20 0:00
22/04/2017 [Rest Day] 0:00 0:00] 0:00 0:00
23/04/2017 [Rest Dayl 0:00 0:00 0:00 0:00
24/04/2017 | [2bsent]l  AZong (ormmahon = Pablic Hoyday 0:00 0:00] 0:00| 0:00
25/04/2017 08:25 13:54 17:35 0:00 8:10 0:25 0:00
26/04/2017 08:22 12:18 17:31 0:00 8:08 0:22 0:00
27/04/2017 08:25 12:27 13:23 17:34 0:00 8:09 0:25 0:00
28/04/2017 08:24 12:32 17:34 0:00 8:10 0:24 0:00
29/04/2017 [Rest Day] 0:00 0:00 0:00 0:00
30/04/2017 [Rest Day] 0:00 0:00 0:00 0:00

SUMMARY Overtime (Hr)

Absent | Work | INC |Late In|Early Qut | ANL MDLlNPL OtherL |Late In (Hr)| Eary Out (Hr) | Normal Rest  Holiday |Work(Hr)

10 32 2 1 26 4 0.0 0.0 0.0 0.0 9:22 9:32 0.00 0.00 0.00 |239.4O

INC=Incomplete ANL=Annual Leave MDL=Medical Leave NPL=No Pay Leave OtheriL=0Other Paid Leaves *= Manualwf By User

AYESHA AHME?

Prepared by: Checked by: Approved by: Deputy Director
Training Cenlre

MCMC Academy

Page: 1



MCMC

TMS Module Daily Attendance Report Printed : 20/06/2017 2:18:22 PM
Viewing ALIFF DANIAL AMRAN (2299090041) from 01/05/2017 till 31/05/2017

Work |L.In |E Out
Date IN MLO MLI ouT OTI OoTO OT (Hr) (hr) | (min) | (min) Inc
ENTéENS;;;_TRINEE ALIFF DANIAL AMRAN (2299090041)
01/05/2017 [2bsent] — | abouy DY 0:00 0:00| 0:00| 0:00
02/05/2017 08:15 12:42 13:19 17:33 0:00 8:18 0:15 0:00
03/05/2017 08:28 12:36 13:09 17:49 0:00 8:21 0:28 0:00
04/05/2017 08:28 12:27 17:35 0:00 8:07 0:28 0:00
05/05/2017 08:25 12:38 17:44 0:00 8:19 0:25 0:00
06/05/2017 [Rest Dayl 0:00 0:00 0:00 0:00
07/05/2017 [Rest Dayl 0:00 0:00 0:00 0:00
08/05/2017 08:30 12:30 13:17 17:32 0:00 8:02 0:30 0:00
09/05/2017 08:27 12:28 13:10 17:50 0:00 8:23 0:27 0:00
10/05/2017 [Absent] _. WQ,S“( Oﬂ‘, 0:00 0:00 0:00 0:00
11/05/2017 08:29 12:24 17:40 0:00 8:11 0:29 0:00
12/05/2017 08:30 12:36 13:34 17:40 0:00 8:10 0:30 0:00
13/05/2017 [Rest Dayl 0:00 0:00 0:00 0:00
14/05/2017 [Rest Day] 0:00 0:00 0:00 0:00
15/05/2017 08:20 13:22 18:14 0:00 8:54 0:20 0:00
16/05/2017 08:23 12:01 13:15 17:37 0:00 8:14 0:23 0:00
17/05/2017 08:23 17:43 0:00 8:20 0:23 0:00
18/05/2017 08:29 17:40 0:00 B:11 0:29 0:00
19/05/2017 08:27 18:08 0:00 8:41 0:27 0:00
20/05/2017 [Rest Dayl 0:00 0:00 0:00 0:00
21/05/2017 [Rest Dayl 0:00 0:00 0:00 0:00
22/05/2017 08:25 13:52 17:38 0:00 8:13 0:25 0:00
23/05/2017 08:23 12:54 17:44 0:00 §:21 0:23 0:00
24/05/2017 08:34 12:41 17:49 0:00 8:15 0:34 0:00
25/05/2017 08:30 12:01 17:41 0:00 8:11 0:30 0:00
26/05/2017 08:32 12:44 17:43 0:00 8:11] 0:32 0:00
27/05/2017 [Rest Day] - 0:00 0:00 0:00 0:00
28/05/2017 [Rest Dayl 0:00 0:00 0:00 0:00
29/05/2017 08:30 12:36 12:36 0:00 3:06 0:30 4:24
30/05/2017 08:23 13:15 17:41 0:00 8:18 0:23 0:00
31/05/2017 08:24 12:48 17:50 0:00 8:26 0:24 0:00

SUNMARY Overtime (Hr)

Absent Work|lNC Late In Early Out | ANL ‘ MDL  NPL |OtherL Late In (Hr)| Early Out (Hr) | Normal Rest  Holiday | Work (Hr)

4 42 | 0 42 2 00 ‘ 0.0 | 0.0 0.0 18:30 8:48 0.00 0.00 0.00 :338.40

INC=Incomplete ANL=Annual Leave MDL=Medical Leave NPL=No Pay Leave OtherL=Other Paid Leaves *=Manually Edit y User
L ]

«

AYESH /

A'AHMED
Prepared by: Checked by: Approved by: Deputy Director
~ Training Centre
MCMC Academy

Page: 1



MCMC

TMS Module Daily Attendance Report Printed : 20/06/2017 2:18:40 PM
Viewing ALIFF DANIAL AMRAN (2299090041) from 01/06/2017 till 30/06/2017

Work |L.In |E Out
Date IN MLO MLI ouT OTI OoTO OT (Hr) (hr) | (min) | (min) | IR
INTERNSHIP TRINEE ALIFF DANIAL AMRAN (2295050041)
61_/06/2017 08:22 12:54 13:31 17:44 0:00 8:22 0:22 0:00
02/06/2017 08:20 12:56 17:37 0:00 8:17 0:20 0:00
03/06/2017 [Rest Day] 0:00 0:00 0:00 0:00
04/06/2017 [Rest Day] 0:00 0:00 0:00 0:00
05/06/2017 . 10:27 12:28 13:16 17:53 1’"“0 O{f 0:00 6:26 2:27 0:00
06/06/2017 | 08:30 13:05 17:44 0:00 8:14 0:30 0:00
07/06/2017 | 08:21 12:17 13:07 17:40 0:00 8:19 0:21 0:00
08/06/2017 12:53 12:55 13:41 17:35 0:00 3:42 4:53 0:00
09/06/2017 08:28 17:35 0:00 8:07 0:28 0:00
10/06/2017 [Rest Dayl 0:00 0:00 0:00 0:00
11/06/2017 [Rest Dav] 0:00 0:00 0:00 0:00
12/06/2017 [Absent] Ny=z4yl - Quian 0:00 0:00 0:00 0:00
13/06/2017 08:24 17:41 0:00 8:17 0:24 0:00
14/06/2017 08:30 12:30 13:12 17:38 0:00 8:08 0:30 0:00
15/06/2017 08:24 13:42 20:39 0:00 11:15 0:24 0:00
16/06/2017 08:26 17:47 0:00 8:21 0:26 0:00
17/06/2017 [Rest Day] 0:00 0:00 0:00 0:00
18/06/2017 [Rest Dayl 0:00 0:00 0:00 0:00
19/06/2017 | 08:26 12:29 13:43 17:39 0:00 8:13 0:26 0:00
20/06/2017 | 08:24 12:13 13:58 14:01 0:00 4:37 0:24 2:59

SUMMARY Overtime (Hr)

Absent WorkllNC Late In|Early Out | ANL | MDL  NPL | OtherL |Late In (Hr}| Early Out (Hr) | Normal Rest  Holiday # Work (Hr)

2 26 0 26 2 0.0 0.0 00 0.0 23:50 5:58 0.00 0.00 0.00 200.60
|

INC=Incomplete ANL=Annual Leave MDL=Medical Leave NPL=No Pay Leave OtherL=0Other Paid Leaves *= Manually Edited By User

AYES
Prepared by: Checked by: Approved by: HA AHMED

r Training Centre
MCMC Academy

. Page: 1



rbtE or
UNIVERSITI
TEKNOLOGI

FAKULTI PENGURUSAN MAKLUMAT
Universiti Teknologi MARA Cawangan Kelantan

Bukit llmu, 18500 Machang,

MARA

Kelantan Darul Naim
Tel: 09-9762000
Fax: 09-9762156 (HEA)

REKOD KEDATANGAN LATIHAN INDUSTRI

Nama Pelatih . AL IFF Dpnvigl B AMRAD  sultbinl, yarik - 201SPY6 T
No. IIC L A2 - 03-6263 No. Telefon : O 34 boo)
MBLANSIB D (0mmUNICATION
Nama / Alamat AND MULTImEDLS  (omissiod
Organisasi P HA—rrrTED
Nama Penyelia pyeska  wHMED
Bulan /Tahun 6 IQOF}
Tarikh Waktu Masuk Waktu Keluar Tandatangan Penyelia
22/6]1% g-lgam - 25pmMm fz
2301 13 ReylacenOnt (eave V4
Ie} Rest  bad - =
(13 Rest ey - =
{13 (vl WAkl (MR 7
2161l?' y
2 I+ 4] p
24 4] 1T % ISaw 5-S0pm K
2] G]13 £ 200" g- LS pm &
Dengan ini saya mengesahkan bahawa ma?u;gt dg atas adalah benar.
Tandatangan Pelajar Tarikn: _20106[>013

Tandatangan Penyelia

10 [*L [ 11

Tarikh :

MCMC Academy
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APPENDICES C.

REPORT DUTY

DECLARATION

FORM



FACULTY OF INFORMATION MANAGEMENT

S UNIVERSITI TEKNOLOGI MARA (UiTM)
@?&; KELANTAN BRANCH
REPORT DUTY DECLARATION FORM
(Semester March - July 2017)
To : Puan Nurulannisa Binti Abdullah

Industrial Training Coordinator IM245 — UiTM Kelantan

Name . AUIEE DANIAL BING RMRAN  SURRAIM)
UITM ID . 20145046 F9

Program Code : | L5

H/P No . pig-5F5 21|

MaFimed @ Qomusaon

(organization).

| hereby, confirmed and report my duty to MALRTSLAN - (oM M aeATIe N und

Date: 5 February 2017 Student Signature @Mﬂr
Verified by,
Signature = e

Name

TUKEFLI KHAZALI
Designation Director

Training Centre

Official Stamp

** Email to : nurul1217@kelantan.uitm.edu.my or fax to 09-9762156 {(HEA)
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To whom it may concern.
Dear Reviewer,

I'm writing to express my wholehearted support for Aliff application to the position as
applied. As Aliff supervisor during his student internship with Malaysian Communications and
Multimedia Commissions (MCMC). | was impressed with Aliff skills, initiative, and ability to meet
deadlines. Aliff became a valued member of the Training Centre team, and I'm confident that he
has a successful career in ahead of him.

Beyond his skills, Aliff left a mark with his open, thoughtful personality. He is well-spoken
and intellectual, and he lights up when talking about ideas and literary trends. Aliff charming
personality and language skills will be another boon to his successful career. Furthermore, during
his internship session, he been exposed to the world of Canverge Telecommunication, Policy and
Regulation Foundation organized by the MCMC Academy including a session for international
delegates from Nigeria.

In closing, I'd like to reiterate my strong support for Aliff application. He is a talented young
man driven by a passion for personal career development. Please don't hesitate to contact me

for any further information. Thank you for your time.

Sincerely,

/é%}

Tukefli Khazali,

Head Training Centre, MCMC Academy,

Malaysian Communication and Multimedia Commission (MCMC),
MCMC Tower 1,

Jalan Impact,Cyber 6,

63000 Cyberjaya,

Selangor Darul Ehsan , Malaysia.

E-mel : tukefli.khazali@cme.gov.my

Phone call : +603-86888394
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