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ABSTRACT

Abstract: This special project based on the period from 75 February 2018 until

30th June 2018 in Information and Technology (ICT) at PPD Kota Bharu. The
trainee is placed in Unit [Ct under the supervision of Mr. Faizal bin MD Noor
which is a Penyelia ICT. The trainee is assigned to develop a corporate video
as the special project which is PPDKB Corporate Video. Basically the PPDKB
Corporate Video is being considered in order to show all the staff and visitor
from outside to know information about PPDKB. Before this, PPDKB doesn't
have any corporate video. However, the trainee also involved with other
activities and programs which each of them gave new experience and gained a
lot of knowledge. Throughout the industrial training session, the trainee had
improved a lot of skills such as communication skill, problem solving, self-
learning, teamwork and others. The industrial training session are going well
until the end of the day. The staff in Pejabat Pendidikan Daerah Kota Bharu
(PPDKB) gave a very good cooperation with the trainee during the industrial
training session.

Keywords: Corporate Video, PPDKB, ICT, industrial training
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CHAPTER 1: INTRODUCTION

1.1 BACKGROUND OF THE ORGANIZATION

This chapter describes in detail on the company that were chosen for the
industrial training which is Pejabat Pendidikan Daerah. As required, 5 months
were spent working here as an intern under the supervision of Mr faizal bin Md
Noor. Basic information such as the company background, mission and strength
explained the company history and their growth over these past few years.
Besides that, this chapter also describes the products and services provided by

the company

1.1.1 Profile of Pejabat Pendidikan Daerah Kota Bharu

Figure 1;: PPDKB Building

ORGANIZATION NAME : Pejabat Pendidikan Daerah Kota Bharu
ADDRESS : Jalan Telipot, 15150 Kota Bharu, Kelantan

PHONE NUMBER : 09-7418120

FAX NUMBER : 09-7418122

E-MAIL : www.ppdkotabharu.gov.my
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Pejabat Pendidikan Daerah Kota Bharu (PPDKB) is the office that manages
matters related to education throughout Daerah Kota Bharu. PPDKB was
located at Kota Bharu Kelantan and has been in existence since 1913. Prior to
this, PPDKB only had a building and was later added to a new building
adjacent to the old building. PPDKB is a local organization.The number of
employees at the PPDKB which 90 people are consisting of officers and staff.
The PPDKB officer was led by Haji Mohd Ezani bin Haji Awang.

There are ten (10) sector in PPDKB:

Academic Management Sector

This unit is only handle about acedamic purposes such as performance for all
shool which is primary and secondary school

School Management sector

Handle all the school management. For example student school exchange or
teacher school exchange. Next is, progam handled involve teacher and student.
Islamic education and morals sector

Under this unit there are j= Jawi, Q= al-Quran, A= Bahasa Arab komunikasi
dan F=Fardhu Ain (JQAF). Function of this unit is to handle all about
Pendidikan Islam include event, Al-Quran Recite competition and intake of
Pendidikan Islam teacher.

Humanitarian development sector

This sector also known as Unit HEM or Hal Ehwal Murid. At this unit, they
handle all the discipline problem for student such as bully and counseling
problem.

Assessment and examination sector

This sector is handle the result of examination such as Penilaian Menengah
Rendah, Ujian Penilaian Sekolah Rendah, Sijil Pelajaran Malaysia, Sijil Tinggi
Pelajaran Malaysia and MUET.



4  Private and special education sector
- ‘This Unit is known as Unit Pendidikan Khas. This unit handle all the
disabled student. Such as school exchange and want to request for OKU
membership card.

L  Quality sector

- The original function of the Quality Assurance Sector since its inception in
2007 was the role of developing and guiding the leadership of the school
towards excellence through "coaching" and "mentoring" approaches on an
ongoing basis.

L Psychology and counseling sector
- Giving advice to the problem student and help the student who can’t afford
ot not so good luck in giving them inspire to study and get great result

4 Management services and development sector
- Handle all the contact services at PPD and Scool such as contractor that
handle about the building related to school and PPD.

4 Information management and ICT sector
- Manage all the data about school, teachers detail and personal information,

develop system handle all the program or event related to the information

technology.



Figure 2: PPDKB logo
Pejabat Pendidikan Daerah (PPD) was established in 1982. Ideas in

designing logo PPD produced for ten the following year. Among other things,
this logo contains three combination elements involving the characters, color
and appearance. Every element that gives meaning and the meaning focused

responsibilities and role of PPD/PPG in Malaysia.

1.1.2
Vision: Quality Education, Educated People, Prosperous Country
1.1.3
Mission: Preserving a quality education system to develop potential individuals
to achieve/attain the country’s aspirations.
1.14
Slogan: ‘PEJABAT PENDIDIKAN DAERAH KOTA BHARU PPD KOTA
BHARU 'PPDKB NO 1"
1.1.5
Objectives:
1) Ensure that all schools in the Daerah Kota Bharu can develop the
students' physical, emotional, spiritual and intellectual well-being.
2) Improve professionalism among officers, principals, professors,
teachers and support staff of education.

3) Implementing One Malaysia conceptual education activity.



1.2 ORGANIZATIONAL CHART STRUCTURE

Hj. Mohd Ezani Bin Awang :
Pegawai Pejabat Pendidikan Daerah Kota Bharu !

Timb. Pegawai Pejabat Pendidikan Daerah Kota Bharu

Farizul Azizi Bin Mamat !
]
[}

"
| MohamedBinJusoh ! | NikSazilabinNik Abdullsh § | 1 AbdullshbinMdZain | ! Nurul Azwan bin Zakaria | | MohdFaizun Bin Yaskob |
1 KU Akademik ! 1 KU Pengurusan Sekolah ] ' KU Peperiksaan ! ' KU Pengurusan Kmanugian ) | KU Pembangunan dan perolehan |
llllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll | e

| PR Tpp——E T ot PP I, e 1

| Mohd A’zizie bin Muhamad | t Tuan Ismail bin Tuan Ibrahim | ' Mohd Faizal bin Shaari ! ! Zulkifli bin Abdutlah !

! KU Pendidikan Islam ! v KU Pengurusan Maklumat 1 KU Pengurusan Qualiti ' ' KU Kaunseling !

|||||||||||||||||||||| ! dan ict 1 Y rm e b e — - ————— e e — e, ————— -

1 [}

Figure 3: Organizational chart
Structure



CHAPTER 2: ORGANIZATION INFORMATION

2.1 Departmental Structure (Information Management and ICT Unit)

Tuan Ismail bin Tuan brahim !
KU Pengurusan Maklumat

1

]

.
Mohd Faizal bin Md Noer |
!
H

dan ict Penyelia ICT

Name of department Information management and ICT

Company Pejabat Pendidikan Daerah Kota Bharu

Operating Hour 7.30 AM to 5.00 PM

Address Unit ICT dan Pengurusan Maklumat
Jalan Telipot, aras 4,
Pejabat Pendidikan Daerah Kota Bharu
15150 Kota Bharu, Kelantan.

Phone Number 09-7418120

Table 1: Organization Information

2.2 Department Function

At this department, there is only two staff work. This is because PPD Kota
Bharu is not a big organization as Jabatan Pendidikan Negeri. After a week the
trainee have been at administration department, The trainee been asked to go to
ICT Unit and meet Tuan Ismail bin Tuan Ibrahim, Ketua Unit Pengurusan
Maklumat and ICT. He introducd the trainee to his assistant Mohd Faizal bin
Md Noor, Penyelia ICT and become the trinee organization supervisor.

This department is not only about programming or networking or related to
technology only. ICT department have to main role. First is information
management and second is technical part. This department needs to manage
information about staff at all school under PPDKB such as clerks and teachers
performance mark. This department need to key in the marks given by JPN into
the system. Next is all the personal information about staff and teacher.

When the the program under PPDKB is organized, ICT staff need to make sure
all the speaker, lcd, and other technical part is running well.



This sector is responsible for implementing management and governance ICT
(PdT) initiatives as well as providing support services to departments, PPDs and

schools. A total of seven (7) core ICT services are offered to users:

Management, maintenance and monitoring of basic education information;
Maintenance of ICT equipment maintenance, network infrastructure and
internet;

Application system maintenance and web site maintenance;

Application development and upgrading of application systems;

ICT consultancy and consultancy services

Multimedia provisioning services and presentation technical support;

ICT culture and office automation programs

Figure 4: The Trainee Work Station



CHAPTER 3: INDUSTRIAL TRAINING ACTIVITIES
3.1: Training Activities
3.1.1 Customer Service

- As first day the trainee was report duty to the Executive Officer ad
administration department. He put me at administration department so that the
trainee can know other staff and learn how to handle administration role. The
main role of admin unit is customer service. The trainee place is at reception
desk. At reception desk, the trainee needs to serve customer and ask what they
need. Majority of PPDKB customer is people who want to make student

exchange.

Other customer is teacher from all school which is secondary school and
primary school. The trainee learns so many things in customer service. The
trainee can improve the trainee communication skill because the trainee needs
to handle so many background of customer. At reception desk, there are many
behaviors to handle and the staffs need to be patient because staff need to show
to people a good role as staff at education organization. Learning how to handle

student exchange application form is something new for me.
3.1.2 Deal with letter

- at first day the trainee was there, the trainee also given a task from the staff.
She ask the trainee to separate the letter about the school uniform. The letter is
from the school information about size, how many staff need and from which
school. The trainee need to separate the letter from secondary and primary
school. After that the trainee need to minute the incoming and outgoing letter in
the minute sheet. From that, The trainee learn about the letterhead, reference
number and the letter need to sort by top to bottom which is the latest one is in
top. I also put the letter into envelop. The letters contain information about
event or other information need to be sent to school. After put the letter into
envelop, the trainee need to put the entire letter into school pigeon hole. The

PPDKB need to watch about 150 school, secondary school 50, primary school .
8
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Figure 6: Letter Stamp Machine



3.1.3 Phone Operator

- in the admin department, there is a desk phone. The desk phone located at the
desk that everyone can sit there. When the phone ringing, the trainee need to
pick up. Usually, incoming call is from school and customer that want ask
something. The trainee also need to make a phone call to all school to inform
they need to pick letter at PPDKB. This task also can improve y communication

skill and new experience to the trainee in dealing with public people.

3.1.4 Part of committee in event

-PPDKB handles so many event and program. The first program that the trainee
need to be apart is ‘Perhimpunan Pagi’. My job is biro multimedia technical.
The trainee need to make sure all the technical part is running well such as
microphone, speaker, and LCD. The trainee also be a photographer for that
program. the trainee need to play background song and handle slide show for
the officer. The role is similar when handle program at university but at
working place, the trainee need to be more extra careful because involve with
Very Important People (VIP). Next program becoming part of committee for
PTPTN program. the trainee need to be at register table. This program involve

all the Penolong Kanan teacher.

Figure 7: Part of committee for
registration

10



Figure 8: Biro Multimedia

Figure 9: As a Photographer

11



3.1.5 Photostat and Fax letter

- the trainee need to make 100 photocopy of letter and put them into envelop.
Besides that, the trainee also fax letter to all school. The trainee learn how to
use the fax machine and the trainee can use it without help from other staff.
That is the great learning because before this the trainee never use the fax

machine.

Figure 10: letter management

12



3.1.6 Outreach program

- this activity is for selecting contractor in winning tenders for contract at
school. Such building preservation, painting, roof job, piping and many more.
Mthe trainee as committee need to manage the contractor registration and make
sure they get number for election. This activity involved more or less 10 staff
from PPDKB. The process of this election is, all the contractors in Kota Bharu
District need to register their name with PPD. They need to attach their
contractor license. If they can fulfill the requirement, they can register for the
election. After that, the contractor will be given a ping pong football tha contain
a number. Then they will put the ball into a box. After that, the ball will be pick
randomly and the lucky one will be announce shown that the contractor

selected.

Figure 11: Tender election

13



3.1.7 Making documentation video for Pok Soh Wayang Kulit

- the trainee organization supervisor ask the trainee to make the documentation
video for Pok Soh Wayang Kulit for invitation. PPD invite him to give
awareness for student and teacher. he need to give speech and show the culture
of Wayang Kulit. The video duration is 3 minutes. the trainee supervisor gave
the trainee all the picture and information to put in video. The trainee made the
video using Movie Power Director. It takes about 1 week to finish the video
because the trainee need to consult the video with mthe trainee supervisor to see

that video suitable or not.

Figure 12: introduction for Pok Soh
Video

14



3.2 Special Project

The trainee received two task in this special project. Both of it is corporate
video. One video is from the trainee supervisor. He ask me to produce a video
about PPDKB. Second Video is From Tuan Ismail, Ketua Unit ICT to make
corporate video for Koperasi Guru Malaysia Berhad (KGMB) it take the trainee
1 month to finish the PPDKB video and one month for the KGMB video. To
produce this two corporate video, the trainee follow the phases given by

organization supervisor. There are three phase in this project.

At first phase, the trainee make a plan which is make a meeting with the trainee
and Chief PPDKB. In the meeting, chief PPDKB briefly explain what he want
to put in the video. The trainee jotted down all what chief need. In the meeting,
the chief give me the duration to finished the video and ask the trainee can
receive the project or not. The trainee and organization supervisor meet once a

week to know the progress of the video.

Second phase is design and get the sources and information for designing and
editing. This phase only involve the trainee and supervisor. He gave all the
image and information for trainee student to put into video. The trainee also
discuss about the music background for the video. The music background
should not be to wild or hardcore. It must be suitable with the video or image
shown. After suitable image and background was selected. The trainee should

sort the image follow what the chief officer want.

Third phase is produce the video. By using power director,it is easy and simple
software but can give a good impact and effect for the video. When the chief
executive satisfied, the trainee can continue for producing. Producing is the
final step of thisproject. Produce time is depend on the video. How long the

video will effect time taken to produce.

15



3.2.1 PPD KB Corporate Video

For the special project at the industrial training, the trainee supervisor gave the
trainee a task to make PPD KB corporate video. This is because there is no
video about PPD KB. In the video, there is about all the highest officer, all the
information about excellent school, and all the past activities at PPD KB. This
video is to show to other visitor such as visitor from PPD SABAH, or other
Formal Visiting. The software that the trainee use to produce this video is
Movie Power Director. All the sources is from the trainee supervisor. Such as
Officer image, information about school, and PPD Logo. The other software
that The trainee use is adobe Photoshop. This software help me to edit the
image and crop all image that I require. The duration of the video is about 9

minutes. Below is the example of screenshot of the video.

3.2.2 Project Timeline

1122018 1822018 | 2522018

[ MEETING DESIGN 1 CONSULT ]
F,:‘ -

: _
11.3.2018 PRODUCE k L CONSULT EDIT J

432018 26.2.2018

|_ FINISH J
11.3.2018

16



3.2.3 Screenshot of the Video content

Figure 15: PPDKB Building

17



Figure 16: Video Content

1
PEGAWAI

TERTINGGI
| I

Figure 17: Video Content

PEGAWAI PENDIDIKAN DAERAH
KOTA BHARU ;

HJ. MOHD EZANI B. AWANG

Figure 18: Video Content

18



1
IMBASAN AKTIVITI

2017/2018
it i)

Figure 19: Video Content

Figure 20: Video Content

MONTA] DARE

UNIT ICT PPD KOTA BHARU

Figure 21: Video Closing
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3.2.4 Koperasi Guru Malaysia Berhad (KGMB) Corporate video

- For the second corporate video is for Koperasi Guru Malaysia Berhad
(KGMB). This video is asked by Tuan Ismail, Ketua Unit Pengurusan
Maklumat dan ICT. Function of this video is same with PPD KB corporate
video. This video is for the Coop Association in Malaysia. This video also
produced using power director software. It takes me 1 month to finish this video
because Tuan Ismail needs to consult it with the KGMB officer. The process in
making of this video is same with the PPDKB Corporate video. The duration of

this video is about 10 minutes. Below is the example of screenshot of the video

3.2.5 Project Timeline

252018 6.5.2018 | 952018
[ MEETING 4’[ DESIGN CONSULT ]
; v
20.3.2018 PRODUCE CONSULT [ EDIT J
1652018 1552018
l FINISH
2152018

20



3.2.6 Screenshot of KGMB video

ROPFERASI GURULOGURE MALAYSIA BERHAD
(KGAIB)

Figure 22: Introduction KGMB
video

Ty s |
PENGENALAN

KGMB

Figure 23: Video Content
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Figure 26: Video Content
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Chapter 4: CONCLUSION
4.1 Application of knowledge, skill and experience

Many thanks are extended to Pejabat Pendidikan Daerah Kota Bharu for
allowing the trainee to undertake their industrial training with them, and to the

use the details of the projects the was involved in for inclusion in this report.

In conclusion, the most significant part of the trainee industrial training
is that the trainee was be able to experience variety of tasks and learned more
about IT real work environment during the industrial training at Pejabat
Pendidikan Daerah Kota Bharu. The whole training period was very interesting,
instructive and challenging. Through this training the was able to gain new
insights and more comprehensive understanding about the real industry

working environment and practice.

The five month placement also has provided me the opportunities to
develop and improve the soft and functional skills. All of this value able
experience and knowledge that the trainee have gained were not only acquired
through the direct involvement in task given but also through other aspect of the
training such as work observation and interaction with colleagues also with
officemate. From what the trainee have undergone, the trainee hundred percent
agree that the industrial training program have achieve its entire primary
objective. It’s also the best ways to prepare student in facing the real working
life. As a result of the program now the trainee more confident to enter the

employment world and build the trainee future career.
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4.2 Personal thoughts and opinion

At the first time the trainee arrive for report duty at Pejabat Pendidikan Daerah
Kota Bharu, the environment have positive vibe. It’s not a big organization, but
have a big role in term of education for all people. This is because PPDKB is
need to manage all school under Kota Bharu district. In the government
organization, the staff is very helpful and really nice to the trainee. The
relationship between staffs and the trainee is very positive. They really take
care of the trainee and teach lesson. The trainee supervisor is very helpful and
gives experience to become like him. Top management also friendly and always
treat the trainee for food. They also like to make a joke and very helpful. They
also easy to reached because their office is near admin department. The trainee
gain many experience in different field of task. But it can be improve and be

more efficient.

4.3 Lesson learnt

The trainee has learnt to be more discipline, punctual, and has improve in
communication skills. When the trainee become a part of staff at organization,
the trainee should follow the rule set by the organization. At organization, the
tranee should be punctual because it have punch card machine. So that the
trainee can’t arrive late and follow organization operating hour. The big
experience is the trainee cans iprove communication skill because PPDKB is
about dealing with people from different rank. Being in working surrounding,
the trainee has learnt how to commit with time, multiple tasks. Even the trainee
not into main course, but the trainee gain more experience n term of

management and communication skill.
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4.4 Limtitation and Recommendation

4.4.1 Limitation

As the small organization, the limitation is budget. The organization cannot
provide the proper place or computer lab to the trainee because ICT unit not
only focus for ICT. The ICT staff need to manage information and data also.
Because of the small unit, organization don’t need many ICT staff. So, it’s very
many task to perform. And the trainee need to back up them become not only
technical stuff, but also information management. ICT room also not like big
organization. The staff only provided out dated computer. The trainee and staff
need to use their own laptop. The organization also doesn’t provide the

allowance to the trainee.

4.4.2 Recomendation

Organization should hire more 1T staff and the staff needs to be professional
and focus only for ICT task. Organization also need to provide the computer lab
for the trainee to finish the task related to digital or ICT task. Next is
organization should provide the allowance for the trainee. Last but not least,

ICT unit need to re-schedule their activity and make it more efficient.
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